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HERTFORDSHIRE COUNTY COUNCIL

INTERNAL AUDIT SECTION

MODEL FINANCIAL PROCEDURES MANUAL

Why has a model financial procedures manual been produced?

The expectation that schools should (like any largely autonomous organisation) document their financial procedures as part of their framework of financial control, is not a new one.

The joint Ofsted - Audit Commission publication “Keeping Your Balance – standards for financial management in schools” (first published in 1993) states that:

“The governing body should ensure that the school has written descriptions of all of its financial systems and procedures.” (Financial Controls – Standard E1, page 13).

The Financial Handbook for Schools has always included the following financial regulation:

“The governing body must establish proper financial management arrangements and accounting procedures and maintain sound systems of internal control…….These arrangements must be documented and reviewed on a regular basis……A record of the reviews must be maintained.” (Part III, Section 1 - Financial Regulation 1.2).
The extent to which schools could meet these expectations has varied considerably. Some schools have few, if any, documented procedures and may have looked to the Financial Handbook for Schools as a substitute. However, the Financial Handbook is intended to set out the responsibilities of schools for financial management and the County Council’s requirements upon schools, through the Scheme for Financing Schools and the Financial Regulations it contains. It is also designed to provide schools with guidance on meeting Financial Regulations and other requirements, and on ‘best practice’ in financial management. It was not designed to serve as a template that schools could adapt to record their financial procedures.

The introduction of the Financial Management Standard in Schools has reinforced the need for schools to have documented financial procedures – Standard 5.5 requires that: 

“The School has up-to-date, documented and approved detailed financial procedures that are, tailored to the School’s needs and implemented consistently in practice.”
Appendix A to this introduction is an extract from Internal Audit’s supplementary guidance on meeting this Standard. If a school does not have 

recorded financial procedures that meet the requirements of Standard 5.5 then it cannot meet the FMSiS.

What is the aim of this model financial procedures manual?

This manual is provided to assist schools to put in place written financial procedures where these currently do not exist or where these are incomplete.

Where a school has existing financial procedures we recommend that these are reviewed against this model to identify whether there are any gaps in the existing procedures or whether they would benefit from any update or revision.

Although this manual seeks to factor in the requirements of the FMSiS, of the County Council’s financial regulations and various legal requirements (e.g. in respect of tax compliance) it is not intended as a replacement for the Financial Handbook or other sources of guidance on the regulations to which schools are subject.

What sort of schools is this manual aimed at?

It is hoped that this manual will assist all schools of whatever size and type.

However, the manual has been designed for a ‘typical’ community school which uses the most widely used financial systems and arrangements. Therefore Foundation and Voluntary Aided schools will find that in a number of areas they will need to adapt, or even add to the model procedures, to reflect their particular management arrangements, structures and operations. Similarly, schools that operate functions in-house (e.g. payroll) or use service or supply arrangements other than those provided via the County Council will need to produce their own procedures in these areas.

In time it may be possible to produce variants of this manual that reflect such differences.

How should this model financial procedures manual be used?

The model provides a ‘template’ that schools can adapt to their circumstances. You will see that it is designed for “ABC” school and that at numerous points it notes that somebody in the school will be responsible for the execution of a procedure or a part of a procedure - highlighted by [NAME]. The manual may indicate who the likely candidates for this function are. In other places it may assume that the function will be carried out by a certain post-holder, e.g. the Head teacher.

Each paragraph in each section should be read to determine whether it is applicable and whether it represents the actual procedure in the school – if not it should be modified to build a version specific to the school.

It is vital that schools do adapt the model, as they must tailor financial procedures to ensure that they properly reflect the systems, structures, personnel and processes that operate in that particular school. The FMSiS requires that a school’s financial procedures are “appropriate for the systems in use at the school”.

The model financial procedures manual is large. This is to ensure that it covers all of the financial functions and processes that operate across the range of Hertfordshire schools. The FMSiS requires that a school’s financial procedures are “comprehensive and relevant”.

We recommend that schools review their actual procedures against the model by individual sections, or perhaps groups of related sections (not losing sight of any links to other relevant sections) and build up a full set of procedures progressively.

Feedback and further help available

If you have any comments or queries regarding this manual then please contact Internal Audit:

Internal.audit@hertscc.gov.uk
Tel. 01992 555324
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APPENDIX A  - Financial Management Standard in Schools – Standard 5.5 

	5.5
	The School has up-to-date, documented and approved detailed financial procedures that are, tailored to the School’s needs and implemented consistently in practice.

	
	Assessment Criteria
	Possible evidence sources
	Internal Audit supplementary guidance

	A
	The School’s local financial procedures have been approved by the Governing Body.
	GB / FC minutes
	Please refer to 5.5B.



	B
	The School’s financial procedures are appropriate for the systems in use at the School.
	School’s Financial Procedures

School structure chart
	Schools have not generally documented their own financial procedures, i.e. describing how the various tasks and functions that make up the school’s financial administration should be undertaken. Although the Financial Handbook for Schools does include some procedures it is not currently designed as a financial procedures manual. The Handbook sets out the Financial Regulations that schools must meet and provides guidance to achieve this and ‘best practice’ in financial administration – it is relevant to schools’ achievement of Standard 5.4.

A school therefore needs to document its financial procedures to meet this Standard.

A model or generic procedures manual has been issued by the authority – but a school will not be able to adopt this without tailoring it to the particular structure of the school, its financial systems and arrangements, etc.


	
	Assessment Criteria
	Possible evidence sources
	Internal Audit supplementary guidance

	C
	The School’s financial procedures are available to all the relevant staff.
	Details of where the procedures are stored.

Details of what steps are taken to ensure that staff are aware of where to access them.
	All postholders identified in the financial procedures manual should, as a minimum, be familiar with those procedures of which they perform all or part.

	D
	The School’s financial procedures are comprehensive and relevant.
	School’s Financial Procedures
	The model financial procedures manual provided by the authority is, of necessity, comprehensive, since it seeks to encompass all of the financial administrative functions likely to be found in any school – but a school must ensure that its procedures cover all functions.

Relevance is ensured by adapting any model procedures to the particular circumstances of the school and continually ensuring that prescribed and actual procedures remain consistent.

	
	Assessment Criteria
	Possible evidence sources
	Internal Audit supplementary guidance

	E
	The School’s financial procedures are regularly reviewed and are updated as necessary.
	Date of last review / update

Details of the process that was undertaken for the update

Details of the next planned update
	The GB or FC minutes should show when the financial procedures were last approved – per 5.5A above. The procedures should be reviewed annually (to the degree necessary according to changes known to have taken place, the incidence of problems identified, to ensure that audit recommendations have been given effect, etc).

The procedures should show when they were last reviewed / updated. (This could be for all procedures or individual elements if reviewed at different times).


	Section
	

	1.
	Organisation and Responsibilities
	

	
	1.1
	Finance structure
	

	
	1.2
	Role of the Governing Body
	

	
	1.3
	Meetings of the Governing Body and its committees
	

	
	1.4
	Clerking / minutes of governor meetings
	

	
	1.5
	Governors’ responsibility for financial management – induction of new governors
	

	
	1.6
	Schedule of financial delegation
	

	
	1.7
	Financial policies
	

	
	1.8
	Review of financial procedures
	

	
	1.9
	Role of the Finance Committee (or equivalent)
	

	
	1.10
	Reporting financial updates to governors
	

	
	1.11
	Role of the Headteacher
	

	
	1.12
	Role of the Finance Manager / Bursar / Secretary
	

	
	1.13
	Role of other staff in financial management and administration
	

	
	1.14
	Role of Financial Services to Schools (or other similar service)
	

	
	1.15
	Financial Management Standard in Schools (FMSiS)
	

	
	1.16
	Register of Pecuniary (Business) Interests
	

	
	1.17
	Freedom of Information Act 2000
	

	
	1.18
	Whistle Blowing
	

	
	
	
	

	
	Appendices
	

	
	A
	Timetable for governor meetings
	

	
	B
	Template for a Schedule of Financial Delegation
	

	
	C
	List of school policies and review dates
	

	
	D
	Model register of pecuniary interests form
	

	
	E
	Freedom of Information Act Publication Scheme
	

	
	F
	Whistle-blowing procedure
	

	
	
	
	

	2.
	Internal Financial Control
	

	
	2.1
	Separation of duties
	

	
	2.2
	Approved signatories
	

	
	2.3
	Maintenance of complete and permanent records
	

	
	2.4
	Review and assessment of procedures
	

	
	2.5
	Audit arrangements
	

	
	2.6
	Internal Audit (by the Local Authority)
	

	
	2.7
	Risk management
	

	
	
	

	
	Appendices
	

	
	A
	Risk register
	

	
	B
	Authorised signatory list
	

	
	
	
	


	Section
	

	3.
	Banking Arrangements
	

	
	3.1
	Account arrangements
	

	
	3.2
	Cheque security and signing
	

	
	3.3
	Security and control over cheque stationery
	

	
	3.4
	Accounting for all cheques
	

	
	3.5
	Bank passwords arrangements
	

	
	3.6
	Changing account signatories
	

	
	3.7
	Direct debits and standing orders
	

	
	3.8
	Business Cards
	

	
	3.9
	Cashing facility
	

	
	3.10
	Reconciliation process
	

	
	3.11
	Cash flow forecasting
	

	
	3.12
	Prohibition of any form of credit arrangement
	

	
	
	
	

	
	Appendices
	

	
	A
	Password registration form
	

	
	B
	Bank mandate form – school budget share account
	

	
	C
	Bank mandate form – fund account
	

	
	D
	School policy on the use of business cards
	

	
	E
	Business card issue register
	

	
	F
	Cash facilities registration form
	

	
	G
	Template for recording direct debits and standing orders
	

	
	
	
	

	4.
	Budgeting and Financial Planning
	

	
	4.1
	Schools improvement plan (SIP)
	

	
	4.2
	Medium term financial plan (MTFP)
	

	
	4.3
	Benchmarking
	

	
	4.4
	Annual budget
	

	
	4.5
	Accounting package
	

	
	4.6
	Budget holders
	

	
	4.7
	Treatment of earmarked funding and reporting of significant activities
	

	
	4.8
	Profiling the annual budget
	

	
	4.9
	Virements and budget allocations 
	

	
	4.10
	Sixth form funding
	

	
	
	
	

	
	Appendices
	

	
	A
	Budget preparation timetable
	

	
	B
	Virement form
	

	
	
	
	


	5.
	Financial monitoring and reporting 
	

	
	5.1
	Internal monitoring
	

	
	
	
	· Departmental budget holders
	

	
	
	
	· Headteacher / business manger
	

	
	
	
	· Finance committee
	

	
	
	
	· Governing body
	

	
	5.2
	Reporting to the Local Authority
	

	
	5.3
	Best Value statement
	

	
	5.4
	Statement of Internal Control (SIC)
	

	
	
	
	

	Section
	

	
	Appendices
	

	
	A
	Best Value statement
	

	
	B
	Statement of Internal Control
	

	
	
	
	

	6.
	Accounting Routines
	

	
	6. 1
	Guidance Materials
	

	
	6.2
	Month end procedures
	

	
	6.3
	Coding structure
	

	
	6.4
	Systems reconciliations
	

	
	6.5
	Year end / closedown procedures
	

	
	6.6
	Suspense, holding and control accounts
	

	
	6.7
	Journals and other exceptional entries
	

	
	
	
	

	
	Appendices
	

	
	A
	FMS6/Keys month end procedures
	

	
	
	
	

	7.
	Payroll and Employee Expenses 
	

	
	7.1
	Staff contract arrangements
	

	
	7.2
	Authorisation of appointments
	

	
	7.3
	Pre-employment checks
	

	
	7.4
	Notification of payroll changes to Serco and Human Resources
	

	
	7.5
	Compliance with PAYE requirements
	

	
	7.6
	Payroll bureau
	

	
	7.7
	Change in payroll arrangements
	

	
	7.8
	Retention of personal information
	

	
	7.9
	Timesheets
	

	
	7.10
	Pay advances
	

	
	7.11
	Staff deductions
	

	
	7.12
	Payroll reports
	

	
	7.13
	Nominal roll check
	

	
	7.14
	Expenses - general
	

	
	7.15
	Travel expenses
	

	
	7.16
	Governor expenses
	

	
	
	
	


	
	Appendices
	

	
	A
	Deadlines for submission of returns
	

	
	B
	Questionnaire to establish schedule or charge for Taxation purposes
	

	
	C
	Governors’ allowance policy
	

	
	D
	Governor claim form
	

	
	
	
	

	8.
	Orders and receipt of goods / service
	

	
	8.1
	General
	

	
	8.2
	Orders and requisitions (below the contract limit)
	

	
	8.3
	Receipt of goods / services
	

	
	8.4
	Outstanding orders / commitments
	

	
	
	
	

	9.
	General expenditure controls
	

	
	9.1
	Invoice authorisation
	

	
	9.2
	Invoice payment
	

	
	9.3
	Payment made by standing order or direct debit
	

	
	9.4
	Proforma invoices
	

	
	
	
	

	
	Appendices
	

	
	A
	Proforma invoice / cheque requisition
	

	
	
	
	

	10.
	Capital income and expenditure
	

	
	10.1
	General
	

	
	10.2
	Devolved formula capital allocation
	

	
	10.3
	Capital project plan – restrictions on ineligible expenditure
	

	
	10.4
	Property / premises related projects – need to obtain approval from the area Planning Officer
	

	
	10.5
	Accounting for capital expenditure – school and local authority role
	

	
	10.6
	Capital expenditure – contributions from revenue
	

	
	10.7
	Reporting capital expenditure to the local authority
	

	
	
	
	

	11.
	Contracting 
	

	
	11.1
	Compliance with contract regulations
	

	
	11.2
	Contract value and tendering requirement
	

	
	11.3
	School commissioning toolkit and training for staff involved
	

	
	11.4
	Roles required under contract regulations
	

	
	11.5
	Stages in the tendering process
	

	
	11.6
	Receipt and evaluation of tenders
	

	
	11.7
	Tendering requirement thresholds
	

	
	11.8
	Contracts subject to EU regulations
	

	
	11.9
	Maintenance of a contracts register
	

	
	11.10
	Contract monitoring
	

	
	11.11
	Leases 
	

	
	
	
	

	
	Appendices
	

	
	A
	Contracts register
	

	
	
	
	


	12.
	VAT
	

	
	12.1
	Input VAT 
	

	
	12.2
	Output VAT 
	

	
	12.3
	VAT returns
	

	
	12.4
	VAT accounting
	

	
	
	

	13.
	General Income Controls
	

	
	13.1
	Voluntary contributions and the setting of charges for services
	

	
	13.2
	Identification of income due
	

	
	13.3
	Cash handling, storage, collection and banking
	

	
	13.4
	Output VAT
	

	
	13.5
	Debt recovery
	

	
	13.6
	Grants, earmarked funds and other such income
	

	
	
	
	

	
	Appendices
	

	
	A
	Charging and remissions policy
	

	
	B
	Model debt recovery policy
	

	
	C
	Record of bad debts written off
	

	
	
	
	

	14.
	School Journeys
	

	
	14.1
	Overview
	

	
	14.2
	School visit budget statement / costing
	

	
	14.3
	Letters to parents
	

	
	14.4
	Collection and recording of parent/pupil contributions
	

	
	14.5
	Accounting for expenditure 
	

	
	14.6
	Overall financial outcome
	

	
	14.7
	Refunds
	

	
	14.8
	School minibus
	

	
	
	
	

	
	Appendices
	

	
	A
	Trip sheet
	

	
	
	
	

	15.
	School Meals 
	

	
	15.1
	Catering contract
	

	
	15.2
	System used (Non-secondary schools only)
	

	
	15.3
	Registers (Non-secondary schools only)
	

	
	15.4
	Verification procedures (Non-secondary schools only)
	

	
	15.5
	Income handling and recording
	

	
	15.6
	Outstanding income (debts) (Non-secondary schools only)
	

	
	15.7
	Adult meals
	

	
	15.8
	Free school meals
	

	
	15.9
	Duty meals
	

	
	15.10
	Official functions
	

	
	
	
	


	16.
	Music
	

	
	16.1
	Contract arrangements with parents
	

	
	16.2
	Contract arrangements with the provider (Herts Music Service)
	

	
	16.3
	Tutor pay claims
	

	
	16.4
	Music fees / Student billing
	

	
	16.5
	Pupils entitled to remission of fees
	

	
	16.6
	Pupils studying for GCSE or ‘A’ level examinations
	

	
	16.7
	Income procedures
	

	
	
	
	

	17.
	Lettings
	

	
	17.1
	Letting applications
	

	
	17.2
	Insurance
	

	
	17.3
	Diary
	

	
	17.4
	Deposits
	

	
	17.5
	VAT
	

	
	17.6
	Invoicing
	

	
	
	
	

	
	Appendices
	

	
	A
	Governor lettings policy
	

	
	B
	Letting indemnity form
	

	
	C
	Clubs and associations clarity form
	

	
	
	
	

	18.
	Petty Cash
	

	
	18.1
	Floats
	

	
	18.2
	Expenditure 
	

	
	18.3
	Cash Advances
	

	
	18.4
	Income
	

	
	18.5
	Reconciliation
	

	
	
	
	

	
	Appendices
	

	
	A
	Staff petty cash reimbursement claim
	

	
	
	
	

	19.
	School Fund Account
	

	
	19.1
	Account details
	

	
	19.2
	Account maintenance
	

	
	19.3
	Reporting to governors
	

	
	19.4
	Audit / scrutiny arrangements
	

	
	
	
	

	
	Appendices
	

	
	A
	Report to governors
	

	
	
	
	

	20.
	School Assets
	

	
	20.1
	Inventory record 
	

	
	20.2
	Addition of items 
	

	
	20.3
	Removal of items 
	

	
	20.4
	Inventory checks
	

	
	20.5
	Items removed from school
	

	
	
	
	


	
	Appendices
	

	
	A
	Model inventory format
	

	
	B
	Inventory addition form
	

	
	C 
	Suggested disposals policy
	

	
	
	

	21.
	Security
	

	
	21.1
	Security of cash and other assets
	

	
	21.2
	Key holders 
	

	
	21.3
	Key cutting / replacement
	

	
	21.4
	Computer systems
	

	
	
	
	· Data Protection
	

	
	
	
	· IT system back-up procedures
	

	
	
	
	· Access rights
	

	
	
	
	· Software
	

	
	
	
	· Computer systems disaster recovery plan
	

	
	21.5
	Retention and disposal of accounting records
	

	
	21.6
	Premises security 
	

	
	
	
	

	
	Appendices
	

	
	A
	Key holders list
	

	
	B
	Key cutting request form
	

	
	
	
	

	22.
	Insurance
	

	
	22.1
	Insurance cover
	

	
	22.2
	Policies held
	

	
	22.3
	Employees use of their vehicles on school business
	

	
	22.4
	Changes to risk exposure and insurance cover requirements
	

	
	22.5
	Claims
	

	
	
	
	

	23.
	Extended Schools and Children’s Centres
	

	
	
	This section has still to be competed
	

	
	
	
	

	24
	Other Useful Documents
	

	
	1
	Suggested Content for a Governor Induction Pack
	

	
	2
	Competencies matrix for governors
	

	
	3
	Model committee terms of reference
	

	
	4
	Job description for Finance Manager, Bursar, Finance Assistant, etc
	

	
	5
	Competencies matrix for staff with financial responsibilities
	

	
	6
	Guidance on the Register of Pecuniary Interests
	

	
	7
	Bank password registration instructions
	

	
	8
	Bank signatory completion instructions
	

	
	9
	Cashing facilities instructions
	

	
	10
	Hertfordshire school loan scheme rules and conditions
	

	
	11
	Budget profiles
	

	
	12
	Best Value statement guidance notes
	

	
	13
	FSS gold sheets
	

	
	14
	Guidance notes on inventory maintenance
	

	
	15
	Retention of accounting records
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1.1
Finance Structure

The organisation of the financial management of ABC school is as follows:

	Board of Governors

	(

	Finance Committee / Equivalent / Other (where held)

	(

	Headteacher

	(

	Deputy Headteacher and / or Other Senior Teacher / Finance Manager, etc

	(

	Finance Assistant / FSS, etc


The financial reporting lines are as indicated above.  The organisation of ABC school encourages regular interaction between those making financial decisions and those affected by them through the passing of information regarding any proposed actions through the reporting lines indicated, i.e. proposals made at the Finance Committee level are reported back to the [NAME, e.g. Finance Manager, Bursar, secretary, etc] so that the financial implications can be determined and the results then reported back to the Governing Body.  This process is also adhered to for discussions and proposals made during [FREQUENCY, e.g. weekly, monthly, etc] Senior Leadership Team (SLT) meetings.

1.2
Role of the Governing Body
The Governing Body of ABC School recognises the three main roles set out in the DfEE (now DCSF) document, ‘Roles of Governing Bodies and Head Teachers’, these being:

· to be strategic, including ensuring that the school has clear aims and values, to raise standards of achievement and to ensure that the school’s resources are directed to through the school improvement plan (SIP).

· to act as a critical friend, including identifying where the school is and is not achieving and supporting and challenging proposals of the school

· to be accountable, including the promotion of standards and educational achievement and the school’s overall performance.

Governors act with integrity, objectivity and honesty and in the best interests of the school and are prepared to explain their decisions and actions, if required.
1.3
Meetings of the Governing Body and its Committees

The Governing Body will meet as often as it sees fit subject to the requirement that it must meet at least once every term.  However, the Governing Body of ABC School meets at least [FREQUENCY].

At the start of the academic year, the governors will draw up a timetable for Board meetings and those of its committees for the forthcoming year.  These are tabled to ensure that all committee meetings are undertaken in advance of those for the full Governing Body, so that all appropriate matters arising can be reported back.  (The current timetable can be found at Appendix A to this section of the financial procedures manual.)  In addition to the timetable, the governors will draw up a ‘programme of business’ that outlines the various tasks that they are required to undertake and the term in which they are tabled.  This is based on the guidance reflected in the ‘Hertfordshire Governor’s Handbook and Planner’ issued by the Herts Governance Unit, and the ‘Year Planner’ published on the Governornet website.

The Governing Body of ABC School comprises of [NUMBER] members as follows:
	Headteacher
	
	Automatically a member of the Governing Body of ABC School and remains as such for so long as he / she remains as Headteacher.



	Parent Governors
	u
	Elected by the parents / guardians of pupils at ABC School and their term of office lasts for 4 years.



	Staff Governors
	v
	

	
	Teacher Governors
	w
	Elected by the Teachers at the ABC school and their term of office lasts for 4 years.



	
	Non-teaching governors
	x
	Elected by the Support Staff and their term of office lasts for 4 years.



	LEA Governors
	y
	Selected by the LEA and their term of office lasts for 4 years.



	Community Governors
	z
	Elected by the Governing Body and their term of office lasts 4 years.




1.4
Clerking / Minutes of Governor Meetings

ABC School subscribes to the Local Authority Clerking Service and minutes are taken at all Governing Body meetings and those of its committees.  These reflect all decisions made and by whom action is to be taken.  These actions are revisited at the next meeting.

Meetings are convened by the Clerk who takes direction from the Governing body and the Chair of Governors.  The Clerk provides each governor with:

· written notice of a meeting
· a copy of the agenda
· copies of any papers to be considered at the meeting

1.5
Governors’ Responsibility for Financial Management – induction of new governors

Governors have collective responsibility for financial decisions that are made in the context of how the school is run and are answerable to parents and the wider community.  The Governing Body, supported by information and advice provided by the Headteacher, decides the strategic direction of the school.  Responsibility for the implementation of financial decisions remains with the Headteacher. In order, therefore, that governors fulfill their role as the school’s ‘critical friend’ and in giving the school strategic direction, it is important that they (and school staff involved in financial management) understand their responsibilities.  ABC School has produced an induction pack for new governors that compliments the general advice provided by the Herts Governance Unit upon their appointment.  New governors also receive support from the Chair of Governors as part of their induction to the school.  The content of the induction pack / training is reviewed regularly and based on the suggested content advised by Internal Audit.

All governors have completed the competencies matrix provided by the DCSF.  The [NAMES, e.g. Chair of Governors and Headteacher] have reviewed these to ensure that ABC School is not over reliant on one person.  The school subscribes to the Herts Governance Unit and governors are encouraged to attend any training courses they feel will assist them with their role either through the Governance Unit or an outside body, e.g. the National Governors’ Association, Information for School and College Governors, etc.  Governor competencies are reviewed periodically and especially following the departure / appointment of members.

1.6
Schedule of Financial Delegation

ABC School has a detailed Schedule of Financial Delegation that sets out the financial responsibilities retained by the Governing Body as well as the delegation to the Finance / Resources / Other Committee, Headteacher and to other members of staff within the school.  A copy of this Schedule can be found at Appendix B to this section of the financial procedures manual.  This document is reviewed and approved by the Governing Body [FREQUENCY, e.g. annually], as reflected in the minutes of their meetings.  In addition to the school’s Schedule of Financial Delegation, governors are made aware of the Local Authority ‘Scheme for Financing Schools’ and ‘Financial Regulations’ that are set out in Financial Handbook for Schools, as part of their induction training.  The school has adopted these documents and incorporated them into its Schedule of Financial Delegation.  

The school also maintains individual job descriptions for the Headteacher, Bursar and all others involved in the financial management of the school, setting out clearly defined levels of financial responsibility, including their relationship with the Governing Body.

1.7
Financial Policies

In accordance with Annex 3 of A Guide to the Law for School Governors, the Governing Body is responsible for ensuing that a number of policies are in place and regularly reviewed.  These are set out in Appendix C to this section of the financial procedures manual.  These policies are retained within [LOCATION, e.g. the school policies manual, staff handbook, other, etc] which is held [LOCATION, e.g. in the main office / on the school website – intranet, etc].  All staff and governors are made aware of these policies through their induction training.

1.8
Review of Financial Procedures

Governors [FREQUENCY], or following any significant changes to the financial practices being operated, will review this finance procedures manual.  Approval of the manual will be reflected within the governor minutes.  The manual is available to staff and governors [e.g. via the school intranet].  It is also brought to their attention through the induction process.

1.9
Role of the Finance Committee
(or equivalent)
Although there is no requirement for schools to have committees, the Governing Body has agreed that it will fulfill some of its responsibilities through a series of committees. The Governing Body of ABC School operates through the following committees:
A. Finance / Resources / Other
B. Premises / Estates / Other
C. Personnel / Human Resources / Other
D. Discipline

E. Curriculum

The Governing Body as a whole decides the membership of each committee.  Terms of reference and membership for each committee are reviewed on an annual basis (e.g. at the first meeting of each academic year) and approved through the full Governing Body, as recorded in the minutes of their meetings.  The tasks that are carried out by the Finance Committee are outlined within their Terms of Reference.  

1.10
Reporting Financial Updates to Governors

The school ensures that the Governing Body is kept fully informed about financial issues and developments (e.g. briefings at governor meetings and / or by maintaining a log of all updates received by the school and presenting this at the next meeting of the Finance Committee, Resources or other Committee as appropriate, and recording the details in the minutes).  Following discussion, any issues of a significant nature are then fed back to the full Governing Body.

1.11
Role of the Headteacher
The Headteacher has the delegated responsibility for the financial management of the school in accordance with the Schedule of Financial Delegation. It is, therefore, particularly important that his / her financial management roles and responsibilities are clear and understood by them and all those who assist them with the school’s financial management.
In resources management terms, the Headteacher ensures that resources are efficiently and effectively deployed to achieve the school’s aims and objectives and is responsible for day-to-day management, organisation and administration of the school.
1.12
Role of the Finance Manager/Bursar/Secretary
(This area will vary depending upon the school’s staffing structure and any external support purchased, e.g. any contract taken out with FSS, etc.)

Working with the Headteacher, the [NAME] prepares the initial draft annual budget for the school, which is submitted to the [NAME, e.g. Finance / Resource / Other Committee, etc] for discussion and then the Governing Body for the final approval. The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] also provides specific expertise in long-term financial management. The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] is involved in a number of areas of activity including:
· budgeting

· providing financial advice

· accountancy

· generating and monitoring income

· administering the payroll

· arranging and checking insurance

· costing projects undertaken by the school (building works, contracts, etc)
· developing financial policy.
Full details of all areas of responsibility are set out within the Job Description for this post, which is based on the DCSF model.  Refer also to the school’s Schedule of Financial Delegation.

1.13
Role of Other Staff in Financial Management and Administration

In order for the financial system to operate well, staff with financial responsibilities must act with competence and integrity.  As part of the interview and selection process, the school specifies the qualifications, experience and personal qualities desired for the post within the person specification.  All staff with financial responsibilities are requested to complete the DCSF competencies matrix.  The Headteacher reviews these and, where appropriate, training to support the members of staff is considered.  Staff are also encouraged to review the training sessions available through the Local Authority Financial services for Schools (FSS) and other organisations in order to expand the knowledge that they already hold or to bring them up to date with current practices and expectations.

1.14
Role of Financial Services to Schools (or other similar service)
The school employs an adviser from the Local Authority Financial Services for Schools (FSS) team to assist with the school’s financial administration.  The FSS adviser attends the school [FREQUENCY] to assist with: 

(Amend the detail in accordance with the service contract that the school has with FSS)

· the bank reconciliation, 

· post central / direct debit transactions

· undertake virements and other internal adjustments, 

· produces the monthly budget monitoring reports  

These reports are discussed with the Headteacher and an annotated variance report is produced.  (Please refer to Section 5 of this financial procedures manual for detailed budget monitoring procedures.)  On an annual basis, the school also considers employing FSS to assist the school with the budget setting process and medium term financial plan.

In the event of the long-term absence of the Finance Manager / Bursar / Secretary, the school will extend its contract with FSS to include more routine financial tasks.

1.15
Financial Management Standard in Schools (FMSiS)

The DCSF has introduced the FMSiS for all schools, except nursery, to demonstrate that the school has sound financial management.  This is to be met by schools in agreed phases between 31 March 2007 and 31 March 2010.  ABC School is required to meet the FMSiS by 31 March [DATE].

The Headteacher leads on the maintenance of evidence to support compliance and he / she is supported by the [NAME, e.g. Finance Manager, Bursar, Secretary, Chair of the Finance Committee, etc].  ABC School has implemented systems and records to ensure that it meets the FMSiS and the members of the Governing Body review the school’s continuing compliance on an annual basis.

The main areas that require governor involvement are:

· ensuring that minutes are retained that record the members present, the items discussed, actions agreed and a review of the actions from the previous meeting

· the approval of the annual budget, after due discussion, and its on-going monitoring

· approval and monitoring of the school’s Improvement / Development Plan and Medium Term Financial Planning

· review of benchmarking information and consideration of its implications

· consideration of supporting evidence prior to the signing of the annual Statement of Internal Control

· declaration of business interest

· consideration of supporting evidence prior to the signing of the Best Value statement

· review of governor (and staff) competencies 

· monitoring and review of contract arrangements

· providing induction material and training for new and prospective governors 

1.16
Register of Pecuniary (Business) Interests

The school maintains a register of pecuniary (business) interests of all governors and school staff with financial responsibilities (e.g. SLT, finance staff, budget holders), based in the guidance issued by HCC Internal Audit, showing:

· the name of the governor / staff member (including close family members).

· the nature of the business or personal interest.

· the name of the organisation or person which gives rise to the interest. 
· an indication of the circumstances in which a conflict might arise (if this is not already obvious).
(Please also refer to Appendix D to this section of the financial procedures.)

The register is retained by the [NAME, e.g. Headteacher] and is available for inspection, as deemed appropriate (e.g. by governors, staff, parents, auditors and Ofsted inspectors, etc).

It is the responsibility of each governor and member of staff with significant financial responsibility to notify the Chair of Governors or Headteacher of any business or personal interest they have which requires inclusion in the register.  All governors are requested to complete a new form each year.  Staff should be reminded of their obligation to declare any interests annually.  For new governors and staff, a form is enclosed with their induction material.  All persons present at formal governor meetings are also required to declare any potential interests at the start of all meetings. Any governor or member of staff who has an interest will be excluded from any decisions regarding the company or personnel involved.  Staff are expected to be mindful of the potential need to declare interest at other meetings, e.g. SLT.

No governor or member of staff will accept gifts or hospitality from current or potential suppliers, unless appropriate approval is obtained.

1.17
Freedom of Information Act 2000

The school is aware of the requirements placed upon Local Authorities and their establishments and has drawn up a Publication Scheme under the Freedom of Information Act, based on the guidance provided by School IT Systems Support 

(SITS) and the models published on thegrid (www.thegrid.org.uk/info/dataprotection/index.shtml).  The school’s Publication Scheme can be found at Appendix E to this section of the financial procedures manual.  Governors review this document [FREQUENCY, e.g. biennially].

1.18
Whistle Blowing

The school has adopted the Local Authority whistle blowing policy, as set out in the HCC Personnel Guide (Chapter 2, Section 11, Pages 93 – 97).  This has been formally endorsed by the governors, as reflected in their minutes, and brought to the attention of school staff through [e.g. the staff handbook, etc] and new governors as part of their induction training.  [Hard copies are also displayed in the reception area, main office and staff room.  The procedures are also included on the school’s intranet].  A copy of the school’s policy can also be found at Appendix F to this section of the financial procedures manual.

TIMETABLE FOR GOVERNOR MEETINGS
	
	September first half term
	September second half term
	Spring first half term
	Spring second half term
	Summer first half term
	Summer second half term

	Full Governing Body


	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]

	Finance 

Committee


	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]

	Premises Committee


	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]

	Human 

Resources


	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]

	Discipline


	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]

	Curriculum


	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]
	[DATE]
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TEMPLATE FOR A SCHEDULE OF FINANCIAL DELEGATION

The paragraphs below provide a template of roles and responsibilities that a school should incorporate into a schedule of financial delegation or similar document. The Governing Body will decide the various financial and time limits mentioned.

The school is aware of the Local Authority’s ‘Scheme for Financing Schools’ and ‘Financial Regulations’, as set out in Part II and Part III of the LA ‘Financial Handbook for Schools’ respectively.  The LA Scheme and Financial Regulations are adopted by the Governing Body and covered in governor induction training.

	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Financial Management

	Ensure the school’s continuing compliance with the Department of Children Schools and Families (DCSF) Financial Management Standard in Schools (FMSiS)
	
	
	(
	Named individual

	To review the school’s self-assessment against the DCSF FMSiS on an annual basis and the action plan drawn up to address issues identified, as required.
	
	(
	
	

	Review the school’s continuing compliance with the DCSF FMSiS
	(
	
	
	

	To review the school’s Financial Procedures Manual and all corresponding financial policies for approval by the Governing Body biennially.
	
	(
	
	Named Individual

	Approval of the school’s Financial Procedures Manual.
	(
	
	
	

	Approval of the school’s financial policies (Schedule of Delegation, Scheme for Financing Schools, Financial Regulations, charging, refunds, debt recovery, asset disposal, etc)
	(
	
	
	

	To review the governor induction pack to ensure that the information is still relevant and up to date.
	
	(
	
	


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Financial Management

	Ensure that there is an induction pack for new governors, tailored to reflect the individual structure of the school.
	(
	
	
	

	Ensure that all relevant financial updates are brought to the attention of the Finance Committee / Governing Body.
	
	
	(
	

	To consider all relevant financial updates and advise the Governing Body of any issues affecting the school’s financial administration.
	
	(
	
	

	School improvement Plan – financial implications

	Prepare a fully costed improvement plan setting out the aims of the school.
	
	
	(
	

	Secure the implementation of the improvement plan with the collective support of the school staff.
	
	
	(
	

	Consider the draft school improvement plan, review and monitor it.
	
	(
	
	

	Approve an ongoing improvement plan and take stock of the progress of the plan on a [TIME] basis.
	(
	
	
	

	Financial Planning

	Prepare a three-year medium term budget (MTFP) on the basis of the cost of current policies, the proposals for change (drawn from the school’s improvement plan) and estimates of the level of future resources.
	
	
	(
	

	Consider the school’s MTFP in the light of the development plan and the level of future resources.
	
	(
	
	

	Approve the school’s MTFP and review this document in the light of any significant factors that come to the attention of the Governing Body.
	(
	
	
	


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Annual Budget Plan and Best Value Statement

	Undertake benchmarking exercises on an annual basis for review by the Finance Committee.
	
	
	(
	

	Consider the benchmarking work undertaken by the school and propose changes, as required, to ensure that the school budget achieves value for money.
	
	(
	
	

	Prepare the school’s draft annual budget and best value statement, based on the agreed objectives of the school as set out in the improvement plan, MTFP and key issues paper for consideration by governors
	
	
	(
	

	Consider the draft school budget and key issues (links to the school improvement plan and MTFP) and the proposal of the balanced budget for the year for the approval of the Governing Body.
	
	(
	
	

	Approve the school’s annual budget.
	(
	
	
	

	Review the guidance for the signing of the annual best value statement and ensure that appropriate steps have been taken by the school to obtain best value.
	
	(
	(
	

	Approve the Best Value statement based on the work undertaken by the school and Finance Committee to ensure value for money has been established and ensure its submission to the Authority by 31 May each year.
	(
	
	
	

	Annual Timetable for Budget Management

	Prepare a timetable with key dates for annual budget management.
	
	
	(
	

	Ensure that meetings are timetabled taking into consideration financial deadlines.
	
	(
	
	


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Budget Monitoring and Control

	Approve virements between budget headings.  Movements above this value to be referred to the Finance Committee before being undertaken.
	
	
	< £x
	

	Approve virements of money between budget headings.  Virements in excess of this amount to be approved by the Governing Body.
	
	£x - £y
	
	

	Approve virements between budget headings in excess of the delegation to the Finance Committee.
	> £z
	
	
	

	Advise the Finance Committee and Governing Body of all budget movements (e.g. virements, allocation of additional funding, etc) undertaken where not otherwise approved in advance by the Finance Committee or Governing Body.
	
	
	(
	

	Review all budget movements undertaken (including virements), ensuring that the reasoning for the movements is sound.
	(
	(
	
	

	Monitor and control expenditure against the budget during the financial year, including preparation and approval of reports for the Finance Committee and Governing Body and the production of a register of staff responsible for managing budgets.
	
	
	(
	

	Monitor and control expenditure against the budget during the financial year.
	
	(
	
	

	Review the budget monitoring reports and the projected out-turn position.
	Quarterly
	(
	
	

	The control and monitoring of delegated budgets.
	
	
	
	Departmental Budget Holders

	Ensure that earmarked funds and large or trading activities are separately monitored and reported to governors.
	
	
	(
	


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Budget Monitoring and Control

	Monitor earmarked funds, trading activities and large school operations, (e.g. catering, sports facilities, extended school activities, hirings, etc) to ensure that the allocations are spent in accordance with the recognised terms and within the allocation set out in the budget.
	
	(
	
	

	Financial Reporting to the Authority

	The preparation of the year-end accounts and other returns required by the Local Authority for consideration by the Headteacher.
	
	
	
	Named Individual

	In conjunction with the Chair of Governors, approve all year-end accounts and any financial returns required by the Local Authority.
	Chair
	
	(
	

	Ensure that an annual return or audit certificate is submitted to the Chief Internal Auditor for every private, voluntary or trading account controlled by the Governing Body (excluding any accounts specifically set up to hold the DCSF capital allocations for VA schools).
	
	(
	(
	

	Audit and Inspection Reports

	Produce a formal response to the Internal Audit report and an action plan showing how the recommendations will be implemented.
	
	
	(
	

	Consider the recommendations set out in Internal Audit report and the action plan proposed by the Headteacher for implementing these.
	(
	
	
	

	Ensure that the recommendations agreed by the school have been implemented.
	(
	(
	(
	

	Retention and Disposal of Accounting Records

	Ensure maintenance of complete financial accounts and full supporting records for all accounts (both official and unofficial).  (Refer also to the Financial Systems section below.)
	
	
	(
	


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Retention and Disposal of Accounting Records

	The retention, secure storage and disposal of accounting records in accordance with both legal and Local Authority requirements.
	
	
	
	Named Individual

	The maintenance of full financial records for all accounts.
	
	
	
	Named Individual

	Computer Systems and the Data Protection Act 1998

	Ensure that the school complies with the requirements of the Data Protection Act 1998.
	
	
	(
	IT 

Coordinator

	Ensure that the school’s Data Protection registration is renewed annually
	(
	
	
	

	The setting up and maintenance of access profiles for system users and the production and security of back-up disks and files.
	
	
	(
	IT 

Coordinator

	Financial Systems

	Undertake an annual review of the controls within the school’s financial systems to support the signing of the Statement of Internal Control (SIC).
	
	
	(
	

	To consider the annual SIC for approval by the Governing Body, taking into consideration the school’s self-assessment of the controls within its financial systems and other members of its financial management.
	
	(
	
	

	Approval of the annual SIC for submission to the Local Authority based on the recommendations made by the Finance Committee.
	(
	
	
	

	Banking Arrangements

	Open bank accounts and approve or vary signatures thereto, taking into consideration the restrictions set out in the Scheme for Financing Schools and any effect that this may have on the way the annual budget is advanced to the school.
	
	(
	
	

	Authorise payments and be the sole signatory of cheques.
	
	
	£0 - £2,000
	


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Banking Arrangements

	The signing of cheques for more than £2,000 and reimbursements to the Headteacher (where the school only has one other authorised signatory).  NB the school should always ensure that the cheque signatory has no connection to the cheque payee.
	
	
	Headteacher plus one named individual
	

	The signing of cheques for less than £2,000 and reimbursements to the Headteacher (where the school has more that two authorised signatories).
	
	
	
	Named Individuals

	The control and reconciliation of the school’s bank accounts for consideration by the school’s Headteacher or Deputy Headteacher.
	
	
	
	Named Individual

	Approve the bank reconciliation on a monthly basis.
	
	
	(
	

	Petty Cash

	Agree, with the Governing Body, an appropriate amount of petty cash to be held, currently £x, and the periodic check of completeness of financial records.
	
	
	(
	

	The maintenance of accounting records, the security and regular reconciliation of petty cash.
	
	
	
	Named Individual

	Personnel and Payroll

	Review the staff structure of the school [FREQUENCY, e.g. biennially].
	
	
	(
(Personnel Committee)
	

	To review the financial implications of changes to staffing numbers and grades, and approve those with a compound annual effect over [AMOUNT].
	
	(
	
	

	The maintenance of an authorised signatory list for employment contracts and pay documents.
	
	
	
	Named Individual


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Personnel and Payroll

	The filing and storage of personnel and pay records (including person specifications and interview notes for a least 12 months).
	
	
	
	Named Individual

	Periodically reconcile gross pay with contracts and other authorised documents (Serco produce a nominal roll report on a termly basis).
	
	
	(
	Named Individual

	Determine employee status for all individuals working on behalf of the school, using the local authority questionnaire where further clarification is required.
	
	
	(
	Named Individual

	Authorise all employee-related expenses to be paid through payroll (e.g. employees’ overtime, special allowances, travel expenses, etc).
	
	
	(
	

	Approve all payments made to the Headteacher personally, i.e. reimbursement of payments for goods / services purchases on behalf of the school and / or personal expenses incurred, e.g. travel expenses.  (refer also to the banking arrangements section above.)
	
	(
> £x per claim or > £y in a financial year
	
	

	Implement the school pay policy and appointment procedures for all staff employed through the school.
	
	
	(
	

	Purchasing – provision of goods and services

	Set house rules for a purchasing policy, monitor and review the rules in accordance with local authority guidelines.
	(
	
	
	

	Monitor purchasing regulations to ensure compliance by the school.
	
	
	(
	

	Act as ‘Chief Officer’ for the letting of contracts.
	(
	
	(()
	

	Appoint Contracting Officer and Contracts Manager for the contracts taken out.
	(
	
	
	

	Maintain a Contracts Register in accordance with LA guidance.
	(
	
	(()
	Named Individual


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Purchasing – provision of goods and services

	Act as Contract Manager and monitor contracts on an on-going basis.
	
	
	
	Named Individual

	Review contracts on an on-going basis (and as part of ensuring the school continues to achieve ‘best value’)
	(
	
	(()
	

	Ensure that a minimum of [NUMBER] written quotes are obtained for purchases and contracts valued at over [£ AMOUNT] and up to a value of £10,000.
	
	
	(
	

	Ensure the Local Authority approval is gained for all capital works in excess of £15,000.
	(
	
	
	

	Ensure that a minimum of 3 tenders are obtained for purchases and contracts valued between £10,000 and £100,000, 
	
	(
£10,000 to £100,000
	
	

	Ensure that a minimum of 4 tenders are obtained for purchases and contracts valued between £100,000 and EU limits.    Contracts over £100,000 to be countersigned by the Local Authority.
	(
£100,000 to EU threshold
	
	
	

	Ensure that EU regulations are applied for all contracts over the EU threshold.
	(
With HBS
	
	
	

	Maintain a list of contacts for guidance and advice.
	
	
	(
	

	Supervise contractors and service providers to ensure the receipt of best value for money and compliance with legislation.
	(
	
	
	


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Leasing

	Seek approval for any proposed leases, other than operating leases, from the Local Authority’s Finance Director, so that capital controls imposed by Government can be taken into consideration.
	
	
	(
	

	The maintenance of a register of all leases held by the school (if not included in the school’s Contract Register).
	
	
	
	Named Individual

	Orders for Goods and Services and Payment of Accounts

	The maintenance of an authorised signatory list for orders (subject to the limitations agreed).
	
	
	
	Named Individual

	The authority for the signing of official orders for the purchase of goods and services up to the value of [£ AMOUNT], other than by the Headteacher.
	
	
	
	Named Individual

< £x

	Control the placing of orders for the purchase of all goods and services, up to a value of [£ AMOUNT].  A member of the Governing Body must countersign orders above that amount.
	
	
	(
Between £x and £10,000
	

	Approve orders for all goods and services (taking into consideration HCC Contract Regulations and other purchasing guidance provided by the Local Authority).  
	Between £100,000 and EU limits
	Between  £10,000 and £100,000
	
	

	Approve capital projects above £x.
	(
	
	
	

	The confirmation of the receipt of goods and services.
	
	
	
	Named Individual

	The preparation of cheques for payment of services.
	
	
	
	Named Individual


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	VAT

	To monitor the regulations on VAT, ensuring compliance by the school.
	
	
	
	Named Individual

	To complete and submit the reimbursement claim for VAT on a [TIME] basis.
	
	
	
	Named Individual

	The signing of the VAT reimbursement claims.
	
	(
	
	

	Income

	Set a charging policy for consideration by the Governing Body.
	
	(
	
	

	Approve the charging policy. 
	(
	
	
	

	Draw up proposed charges for the various areas of school income, including lettings, music tuition and school meals, on an annual basis.
	
	
	(
	

	Consider the proposed charges for the various areas of school income for approval by the Governing Body annually.
	
	(
	
	

	Approve the annual review of charges for the various areas of school income (the approval to be formally recorded in the Governing body minutes).
	(
	
	
	

	Set suitable controls for the recording and collection of monies due, and for the movement of banking of monies for all accounts under the control of the school.
	
	
	(
	

	The control and collection of all income.
	
	
	
	Named Individual

	The preparation of receipts for banking.
	
	
	
	Named Individual

	The physical banking of monies.
	
	
	
	Named Individual


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Income

	Approve procedures for chasing outstanding income due to the school (debt recovery policy).
	(
	
	
	

	Write off bad debts.  Amounts in excess of this limit to be approved by the Finance Committee.
	
	
	(
< £x
	

	Approve and write off bad debts accruing to the school over               [£ AMOUNT] and up to a value of £500; items above £500 must be referred to the LA Finance Director for approval.
	
	(
Between £x and £500
	
	

	Ensure the security of monies held on site.
	
	
	(
	

	Security of Assets, Stocks and Other Property

	Produce and implement a policy for security arrangements at the school (including procedures for call-out and key replacements)
	
	
	(
	

	Approve and periodically review the policy for security arrangements at the school.
	(
	
	
	

	To determine a value above which assets should be recorded on the school’s inventory.
	(
	
	
	

	Ensure the physical security of the school’s assets, and maintain and periodically inspect an up-to-date inventory.
	
	
	(
	

	The security of physical assets.
	
	
	
	Inventory Coordinator

	The notification of any changes in physical assets to the inventory coordinator.
	
	
	
	Named Individual

	To determine a value above which discrepancies in the inventory should be reported to the Governing Body.
	(
	
	
	

	The physical inspection of the inventory on an annual basis or through an on-going programme of (random) sample checks.
	
	
	
	Named Individual


	
	Level of Responsibility

	Area of Responsibility
	Governing Body
	Finance Committee
	Headteacher
	Other Staff Member

	Security of Assets, Stocks and Other Property

	Prepare a policy for the disposal of surplus stock and equipment and property, other than land and buildings, and authorise items for disposal up to a maximum value of [£ AMOUNT].
	
	
	(
	

	Approve the policy for disposal of surplus stock and equipment and the sale of property, other than land buildings.
	(
	
	
	

	Authorise items for disposal above a residual value of [£ AMOUNT].
	(
	
	
	

	Maintain a register of key holders.
	
	
	(
	

	Insurance

	Initiate adequate insurance cover for the school, and maintain a register of policies taken out.
	
	
	(
	

	Undertake an assessment of risk management for insurance purposes at the school.
	
	(
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LIST OF SCHOOL POLICIES AND REVIEW DATES
	Document
	Held By
	Last Review
	Next Review

	Accessibility Plan
	
	
	

	Admissions (where the Governing Body is the Admissions Authority)
	
	
	

	* Annual Report to Parents (nursery schools only)
	
	
	

	Attendance Targets
	
	
	

	* Charging Policy
	
	
	

	Child Protection Policy
	
	
	

	Collective Workshop 
	
	
	

	Complaints Procedure
	
	
	

	Curriculum Policy
	
	
	

	Freedom of Information Publication Scheme
	
	
	

	* Governors’ Allowances / Expenses
	
	
	

	Health and Safety Policy
	
	
	

	Home to School Agreement
	
	
	

	Instrument of Government
	
	
	

	Minutes and Papers considered by the Governing Body and its Committees
	
	
	

	Parenting Contract
	
	
	

	Performance Management / Staff Appraisal Policy
	
	
	

	Prospectus
	
	
	

	Pupil Discipline (including anti-bullying)
	
	
	

	Race Equality Policy
	
	
	

	Register of Pupils
	
	
	

	Register of Business Interests
	
	
	

	Risk Assessments
	
	
	

	School Companies (if applicable)
	
	
	

	Sex Education Policy
	
	
	

	Special Educational Needs Policy
	
	
	

	Staff Appraisal Policy
	
	
	

	Staff Discipline and Grievance
	
	
	

	Target Setting for Schools
	
	
	

	* Teachers Pay Policy
	
	
	


* Indicate policies that have a direct financial implication.
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	DECLARATION OF PECUNIARY (BUSINESS) INTERESTS



	SCHOOL GOVERNORS AND STAFF



	SCHOOL NAME:


	SCHOOL No.

	GOVERNOR / STAFF NAME:



	DATE OF ENTRY:


	DATE OF ANNUAL REVIEWS:

	DETAILS:



	SIGNATURE:


	DATE:

	SIGNATURE:


	DATE:

	SIGNATURE:


	DATE:

	SIGNATURE:


	DATE:
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PUBLICATION SCHEME UNDER THE FREEDOM OF INFORMATION ACT
(This is the model Publication Scheme as advised to schools and published by HCC’s at  www.thegrid.org.uk/info/dataprotection/index.shtml.  Please note that there are different versions for different school types.)
This is [INSERT School name] Publication Scheme on information available under the Freedom of Information Act 2000

The Governing Body is responsible for maintenance of this scheme.
1.
Introduction: what a publication scheme is and why it has been developed

One of the aims of the Freedom of Information Act 2000 (which is referred to as FoIA in the rest of this document) is that public authorities, including all maintained schools, should be clear and proactive about the information they will make public.

To do this we must produce a publication scheme, setting out:
· The classes of information which we publish or intend to publish;
· The manner in which the information will be published; and 
· Whether the information is available free of charge or on payment.

The scheme covers information already published and information which is to be published in the future.  All information in our publication scheme is [either available for you on our website to download and print off or] available in paper form.

Some information which we hold may not be made public, for example personal information.
This publication scheme conforms to the model scheme for schools approved by the Information Commissioner.

2.
Aims and Objectives [A school may insert their own aims and objectives]

The school aims to:
· enable every child to fulfil their learning potential, with education that meets the needs of each child,
· help every child develop the skills, knowledge and personal qualities needed for life and work,

and this publication scheme is a means of showing how we are pursuing these aims.

3.
 Categories of information published

The publication scheme guides you to information which we currently publish (or have recently published) or which we will publish in the future. This is split into categories of information known as ‘classes’. These are contained in section 6 of this scheme.  

The classes of information that we undertake to make available are organised into four broad topic areas:
· School Prospectus – information published in the school prospectus.
· The School Profile and other information relating to the Governing Body – information published in the School Profile and in other Governing Body documents.
· Pupils & Curriculum – information about policies that relate to pupils and the school curriculum.
· School Policies and other information related to the school - information about policies that relate to the school in general.
4.
How to request information 
If you require a paper version of any of the documents within the scheme, please contact the school by telephone, email, fax or letter. Contact details are set out below. [or you can visit our website at …...]
Email: [Insert details]

Tel: [Insert details]
Textphone: [Insert details]

Fax: [Insert details]
Contact Address: [Insert details]
To help us process your request quickly, please clearly mark any correspondence “PUBLICATION SCHEME REQUEST” (in CAPITALS please).

If the information you’re looking for isn’t available via the scheme [and isn’t on our website], you can still contact the school to ask if we have it. 
5.
Paying for information
Information published on our website is free, although you may incur costs from your Internet service provider. If you don’t have Internet access, you can access our website using a local library or an Internet café.
Single copies of information covered by this publication are provided free unless stated otherwise in section 6. If your request means that we have to do a lot of photocopying or printing, or pay a large postage charge, or is for a priced item such as some printed publications or videos we will let you know the cost before fulfilling your request. Where there is a charge this will be indicated by a £ sign in the description box.

6. 
Classes of Information Currently Published 

School Prospectus – this section sets out information published in the school prospectus.
	Class
	Description

	School Prospectus
	The statutory contents of the school prospectus are as follows, (other items may be included in the prospectus at the school’s discretion):

· information about the implementation of the Governing Body’s policy on pupils with special educational needs (SEN) and any changes to the policy during the last year

· a description of the arrangements for the admission of pupils with disabilities; details of steps to prevent disabled pupils being treated less favourably than other pupils; details of existing facilities to assist access to the school by pupils with disabilities; the accessibility plan covering future policies for increasing access by those with disabilities to the school


The School Profile and other information relating to the Governing Body– this section sets out information

	Class
	Description

	School Profile
	The contents of the school profile is as follows:

· list information included in the school profile e.g.

· performance data

· summary of Ofsted report

· school’s intentions for the future, etc.

	Instrument of Government
	· The name of the school

· The category of the school

· The name of the Governing Body
· The manner in which the Governing Body is constituted

· The term of office of each category of governor if less than 4 years

· The name of any body entitled to appoint any category of governor

· Details of any trust

· If the school has a religious character, a description of the ethos

· The date the instrument takes effect


	Minutes 
 of meeting of the Governing Body and its committees
	Agreed minutes of meetings of the Governing Body and its committees [current and last full academic school year]


Pupils & Curriculum Policies - This section gives access to information about policies that relate to pupils and the school curriculum.
	Class
	Description

	Home – school agreement
	Statement of the school’s aims and values, the school’s responsibilities, the parental responsibilities and the school’s expectations of its pupils for example homework arrangements

	Curriculum Policy
	Statement on following the policy for the secular curriculum subjects and religious education and schemes of  work and syllabuses currently used by the school

	Sex Education Policy
	Statement of policy with regard to sex and relationship education

	Special Education Needs Policy
	Information about the school's policy on providing for pupils with special educational needs



	Accessibility Plans
	Plan for increasing participation of disabled pupils in the school’s curriculum, improving the accessibility of the physical environment and improving delivery of information to disabled pupils.

	Race Equality Policy
	Statement of policy for promoting race equality

	Collective Worship
	Statement of arrangements for the required daily act of collective worship

	Careers Education Policy
	Statement of the programmes of careers education provided for Key 4.

	Child Protection Policy
	Statement of policy for safeguarding and promoting welfare of pupils at the school. (from March 2004)

	Pupil Discipline
	Statement of general principles on behaviour and discipline and of measures taken by the [Name] to prevent bullying.


Pupils & Curriculum Policies - This section gives access to information about policies that relate to pupils and the school curriculum.

	Class
	Description

	Home – school agreement
	Statement of the school’s aims and values, the school’s responsibilities, the parental responsibilities and the school’s expectations of its pupils for example homework arrangements

	Curriculum Policy
	Statement on following the policy for the secular curriculum subjects and religious education and schemes of  work and syllabuses currently used by the school

	Sex Education Policy
	Statement of policy with regard to sex and relationship education

	Special Education Needs Policy
	Information about the school's policy on providing for pupils with special educational needs



	Accessibility Plans
	Plan for increasing participation of disabled pupils in the school’s curriculum, improving the accessibility of the physical environment and improving delivery of information to disabled pupils.

	Race Equality Policy
	Statement of policy for promoting race equality

	Collective Worship
	Statement of arrangements for the required daily act of collective worship

	Careers Education Policy
	Statement of the programmes of careers education provided for Key 4.

	Child Protection Policy
	Statement of policy for safeguarding and promoting welfare of pupils at the school. (from March 2004)

	Pupil Discipline
	Statement of general principles on behaviour and discipline and of measures taken by the [Name] to prevent bullying.


7. 
Feedback and Complaints 

We welcome any comments or suggestions you may have about the scheme. If you want to make any comments about this publication scheme or if you require further assistance or wish to make a complaint then initially this should be addressed to [INSERT CONTACT DETAILS].

If you are not satisfied with the assistance that you get or if we have not been able to resolve your complaint and you feel that a formal complaint needs to be made then this should be addressed to the Information Commissioner’s Office. This is the organisation that ensures compliance with the Freedom of Information Act 2000 and that deals with formal complaints. They can be contacted at:

Information Commissioner, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF 

or

Enquiry/Information Line:
01625 545 700

E Mail: publications@ic-foi.demon.co.uk.

Website :
www.informationcommissioner.gov.uk
WHISTLE BLOWING PROCEDURE

(Taken from the HCC Personnel Guide – Chapter 2, Section 11, Pages 
93 to 97)

1.
Introduction

1.1 ABC School expects the highest standards of conduct from all employees, and will treat seriously any concern that an employee may have about illegal or improper conduct

1.2 Employees will be expected, through agreed procedures and without fear of recrimination, to bring to the attention of the [Name] any serious impropriety or breach of procedure

1.3     This procedure has been introduced following consultation by Hertfordshire County Council with the trade unions and professional associations

2.
Purpose

2.1 The procedure is designed to enable employees to notify the [Name] of any reasonable suspicion of illegal or improper conduct.  The procedure requires all employees to act responsibly to uphold the reputation of the school and to help maintain public confidence

2.2 It is a procedure in which the [Name] will be expected to act swiftly and constructively in the investigation of any concerns in accordance with the school’s disciplinary procedure

2.3 Concern about a colleague’s professional capability should not be dealt with using this procedure

3.
When should it be used?

3.1 This procedure is not designed to replace or be used as an alternative to the grievance procedure, which should be used where an employee is only aggrieved about his/her own situation
3.2 Employees who are worried about wrong doing at work do not necessarily have a personal grievance

3.3 Employees must act in good faith and must have reasonable grounds for believing the information to be accurate

3.4 No employee who uses this procedure in good faith will be penalised for doing so.  The school will not tolerate harassment and/or victimisation of any employee raising concerns

3.5 An employee who is not sure whether the conduct he/she is concerned about does constitute illegal or improper conduct or is unsure about how to proceed can contact any of the names listed below for advice.

3.6 Financial regulations require any employee who suspects fraud, corruption or other financial irregularity to ensure this is reported to the Chief Internal Auditor for possible investigation.  Normally, you must first report any suspicion of such an irregularity to the [Name], who will in turn report it to the Chief Internal Auditor.  In most cases, this will be done through your line management structure.

4.
Mechanism for Raising Concerns

4.1 Where the issue concerns your [Name] or, having made your report, you believe he/she has failed to take appropriate action, then you should bring it to the attention of the Chairman of Governors

4.2 Employees, who feel unable to follow this route, have the option of contacting one of the names listed below.

4.3 Depending on the nature of the concern, the complainant will be asked to do this in writing.  It will therefore be helpful to note down any facts and dates as they happen

4.4 Employees who want to use this procedure but feel uneasy about it may wish to consult their trade union initially and bring a friend or trade union representative along to any discussions, so long as the third party is independent of the issue

4.5 Where anonymity is requested efforts will be made to meet the request where appropriate but that might not always be possible.  The earlier and more open the expression of concern the easier it will be to take appropriate action

4.6 Each case will be investigated thoroughly with the aim of informing the complainant of the outcome of any investigation as quickly as possible

5.        What should be done if an issue is raised with a senior member of

           staff?

5.1 If a senior member of staff (other than the [Name]) is approached by a colleague on a matter of concern as defined in this document, he/she should be advised to take the matter to the [Name]
6.
Examples of Illegal and/or Improper Conduct

· fraudulent or improper use of the school’s money or assets

· abuse of students or of other employees

· dangerous practices at work

· corruptly receiving any gift or advantage

· allowing private interests and those of the school to conflict

7.
Names to Contact
Corporate Director (People & Property) : Mr Alan Warner

Tel : 01992 555555

County Secretary’s Department: Mr Andrew Laycock

Tel : 01992 555500

County Internal Audit – Chief Internal Auditor: Mr Chris Kay
Tel : 01992 555326

November 2006
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2.1
Separation of Duties

ABC School maintains this detailed procedures manual that reflects the day-to-day management of financial administration.  As far as possible, the allocation of duties has been made to ensure that the same person is not responsible for a process from start to finish in order to reduce the risk of error or intentional manipulation.  Where this is not possible, the Headteacher or [NAME, e.g. Finance Manager, Bursar, secretary, etc] undertakes some form of internal check, e.g. review the bank reconciliations, signing of trip reconciliations, review of paying-in slips, etc.  As far as is possible, the following functions are separated:

· Authorisation

· Execution

(E.g. the authorisation of orders and invoices is separated from the placing of orders and raising of cheques, etc)

· Custody

· Recording

(E.g. the responsibility for managing assets is separated from the recording of items on the inventory and again from the annual checking process, etc.)

· The responsibility for system development from the operation of the system

· Access profiles

(E.g. the development of the computer-based packages is separated from the day-to-day users and profiles are set within the system to restrict access to specific areas only.)

For expenses incurred by the Headteacher, approval is obtained from either the Chair of Finance or Chair of Governors and the other two authorised signatories sign cheque reimbursements.

In the event of long-term absence of any of the post holders, their responsibilities should be delegated upwards until alternative arrangements can be made.

2.2
Approved Signatories

Authorisation on an action, transaction, etc is a key internal control.  Staff are expected to exercise authority only where they have been delegated the power to do so.  In any event, authorisation should be clearly recorded by the individual’s signature and printed name.  The finance office will maintain specimen signature schedules.  External agencies, notably the payroll provider, will be notified of changes to authorised personnel promptly.

All orders and invoices are authorised for payment by the delegated Budget Holder.  Details of all Budget Holders are held within the accounting package and the [NAME, e.g. Finance Manager, Bursar, secretary, etc] holds a separate list detailing the name of the budget holder, their signature and any restrictions to their signing limits (refer to Appendix B).  This record is retained securely.
2.3
Maintenance of Complete and Permanent Records

ABC School ensures that complete financial records are maintained at all times so that transactions are traceable from the original documentation to the accounting records and vice versa.  Where amendments are required, the person making the change initials the alteration.  All manual records are completed in ink and correcting fluid is not used.  All records are authorised or approved independently from the person completing them, e.g. approval of the costing for a residential journey or day visit, bank reconciliations, etc and the records are signed to reflect this.  Records are retained for the length of time reflected in the HCC Financial Handbook for Schools, Section 4.

Security arrangements regarding IT security, access, backup procedures, etc are covered in Section 21 to this manual.

2.4
Review and Assessment of Procedures

On an annual basis, the [NAME, e.g. Chair of Governors, Chair of Finance, Headteacher, etc] undertakes a self-assessment of each of its financial systems to ensure that effective controls are in place.  The results of this assessment is discussed with the Finance Committee and then used by the Headteacher and Chair of Governors as supporting documentation for the signing of the annual Statement of Internal Control (SIC).  The SIC is designed to give reasonable assurance that all the funds managed by a school have been properly controlled and accounted for (refer also to Section 5).

2.5
Audit Arrangements
The governors of ABC School will ensure that access to financial records will be given to internal and external auditors, Registered Inspectors or their inspection teams and Her Majesty’s Taxation Authorities for the purposes of audit inspection.

2.6
Internal Audit (by the Local Authority)

All aspects of the school’s financial operation are subject to audit by the Local Authority.

The Chair of Governors and the Headteacher are ordinarily advised in advance of when an audit is to take place.  At the close of the audit a verbal report is made to the Headteacher and financial administrator and to any governors who wish to attend. This gives the opportunity for clarification of issues or queries. Following this verbal report, a written report is issued to the Headteacher.  The Headteacher reviews the factual accuracy of the report and the recommendations set out in it, and produces an action plan within three weeks of the issue date, which is returned to Internal Audit.  

A copy of this response will be sent by Internal Audit to the Chair of Governors recommending it is placed on the next agenda of the Governing Body.


Should any financial irregularity be suspected, the Governing Body will notify the Chief Internal Audit immediately.

2.7
Risk Management

ABC School undertakes a regular review of the areas of risk within the school both in terms of people and premises, taking into consideration the guidance set out in the Local Authority ‘Property Matters’ document, including the following areas:

· identifying and assessing risks

· determining appropriate actions

· implementing the actions

· monitoring the results

· providing feedback

The Headteacher of ABC School leads on the assessment process and determines the possibility of an event occurring.  The findings of the risk assessment exercise / update are formally reported back to governors and reflected in the minutes of their meetings.

The assessment of risks faced by the school and the arrangements for managing these may be recorded on a risk register, such as illustrated at Appendix A.
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RISK REGISTER

	Ref No
	Description of the Risk 
	Inherent Risk Level (Impact/ Probability)
	Description and Evaluation of Current Control or Mitigation methods
	Residual Risk Level (Impact/ Probability
	Acceptable Risk?  (Impact/ Probability)
	Action
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AUTHORISED SIGNATORY LIST
	Budget
	Budget Holder
	Signature
	Auth Limits

	E.g.
	
	
	

	Art
	Mr Van Gogh
	
	£500
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3.1
Account Arrangements

The Governing Body has agreed that ABC School deposits all funds within the pooled banking arrangements set up by the Local Authority.  The governors review this decision on a regular basis.  The governors are aware that official funds can only be invested in banks or building societies authorised by the Local Authority to be used by schools for this purpose.

Details of ABC School's accounts are listed below and have been notified to the Head of School Resources.  All accounts are designated in the name of ABC School. 
	Full Title of Account
	Account Number / Sort Code
	Bank and Branch

	ABC School

General Account


	                                                                                                                                                                                                                                    
	NATWEST 
104 Fore Street,
Hertford

SG14 1YY

	ABC School

School Fund Account
	
	NATWEST 
104 Fore Street,
Hertford

SG14 1YY


School budget share account funds will not be transferred to a private or other account unless the explicit permission of the Head of School Funding is obtained.

3.2
Cheque Security and Signing

The governors of ABC School have agreed that the signing of school cheques has been delegated to:

e.g.

	Authorised Personnel


	Limit / Comments

	Headteacher


	Sole signatory on all cheques up to a value of £2,000.  Main signatory with the Deputy Headteacher on all cheques over £2,000.

	Deputy Headteacher


	Counter signatory with the Headteacher on all cheques in excess of £2,000.

Dual signatory with the Assistant Headteacher on cheques less that £2,000 in the absence of the Headteacher only.

	Assistant Headteacher


	Dual signatory with the Deputy Headteacher on cheques less than £2,000.

In the absence of the Deputy Headteacher, the Assistant Headteacher will act as the counter signatory with the Headteacher on cheques over £2,000.


The school has completed the required Local Authority forms to instigate these arrangements and copies are retained securely.  

Unless he / she is unavailable, all cheques are signed by the headteacher.  (E.g. the Deputy Headteacher will countersign cheques for amounts in excess of £2,000.  In the absence of the Deputy Headteacher, cheques over £2,000 will be countersigned by the Assistant Headteacher.)  To ensure that this is achieved, the second signatory should sign the cheque before the paperwork is passed to the Headteacher for signing.  In the absence of the Headteacher, the [NAME, e.g. Deputy] and [NAME, e.g. Assistant Headteacher] jointly sign cheques up to the value of £2,000.  Under no circumstances must these two signatories sign cheques for amounts greater than £2,000.  If the Headteacher is absent for a prolonged period of time the school will contact the School Funding Unit at County Hall to make alternative arrangements.

For cheques in excess of £2,000 and staff reimbursements, the supporting documentation is also signed by the cheque signatories to reflect compliance with HCC Financial Regulations and separation of duties (i.e. the cheque signatory is not the same as the person receiving payment).  In the event that a cheque is made out to the Headteacher, the [NAME, e.g. Deputy] and [NAME, e.g. Assistant Headteachers] will act as joint cheque signatories.  (All reimbursements to the Headteacher are approved by the Chair of Finance prior to the cheque being raised – amend in accordance with the school’s Schedule of Financial Delegation.)

3.3
Security and Control over Cheque Stationery

The [Name, e.g. Finance Manager, Bursar, Secretary, etc] is responsible for controlling cheques and / or cheque books in issue. Cheque books / printed cheque stationery are ordered automatically. When not in use, cheques, cheque books and printed cheque stationery are kept securely. Access is restricted to the following personnel:

e.g.

· The Headteacher
· Bursar

· Finance Assistant

· Secretary

· FSS
(Delete as appropriate)

3.4
Accounting for all Cheques

The [Name, e.g. Finance Manager, Bursar, Secretary, etc] is responsible for periodically checking the sequence of unused cheque books to ensure that all unused cheques can be accounted for. Any anomalies are reported to the [NAME, e.g. Headteacher] immediately and the bank informed not to honour cheques which cannot be accounted for.

3.5
Bank Password Arrangements

The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] has been set up at the bank with password access to enable them to deal with queries arising with the bank.  The school has completed the password registration forms issued through the School Funding Unit (please refer to Appendix A to this section of the financial procedures manual) and a copy of the registration form is retained securely in case this is forgotten.  This form has been placed in a sealed envelope with the signatures of the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] and the Headteacher and date across the seal.

3.6
Changing Account Signatories

As the school has chosen to use the Local Authority pooled banking arrangements, all changes to the authorised signatures must be submitted via the School Funding Unit at County Hall following the guidance available via thegrid.

3.7
Direct Debits and Standing Orders
[NAME, e.g. Finance Manager, Bursar, Secretary, etc] will maintain a schedule of all direct debits and standing orders set up on the school’s account(s) showing:

· payee

· reason for payment

· amount

· date set up

· frequency / timing of payment

The template for recording this information is included at Appendix G to this section of the procedures manual.

These are only set up after careful consideration regarding the risk of error and the schools ability to meet the on-going cost.  The Headteacher and one of the other authorised cheque signatories sign all mandates (in normal circumstances this will be the Deputy Headteacher).  The mandates are retained by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].

All direct debits and standing orders reflected on the bank statements are reconciled to the invoices received and any receipts obtained (e.g. use of the school petrol card).  Refer also to paragraph 3.8 below regarding business cards.  The supporting documentation is filed with the paid invoices.

3.8
Business Cards

The Governing Body has reviewed the need for business cards within the school and decided that the [NAME, e.g. Headteacher] and the [NAME e.g. Deputy Headteacher] should be the only business card holders.  The school holds dedicated cards for these individuals as arranged through the School Funding Unit at County Hall and authorised signatory forms are retained securely by [NAME, e.g. Finance manager, Bursar, Secretary, etc].  Any use of the cards is charged to the school budget share account automatically on a monthly basis.  The card holders are required to pass all receipts to [NAME, e.g. Finance Manager, Bursar, Secretary, etc] at the time that the purchase is made.  These are then matched to the statements when received.  Wherever possible, the business card holder must obtain formal tax receipts in order to allow the school to recover VAT.
The school has drawn up a policy regarding the use and security of the business cards.  (Please refer to Appendix D to this section of the financial procedures manual.)  This must be read and signed by all cardholders.  The signed copies are held securely in [LOCATION, e.g. Finance Office].  Any non-compliance with this requirement must be reported to the [NAME, e.g. Finance Committee] and consideration given to cancelling this facility.  The business card procedures are reviewed by the [NAME, e.g. Finance Committee] at appropriate intervals.

The school also maintains a register of all business cards held that is signed by the individual cardholders.  (Please refer to Appendix E to this section of the financial procedures manual.)
3.9
Cashing Facility

The school has made arrangements to enable [NAME, e.g. Finance Manager, Bursar, Secretary, etc] to withdraw cash from the NatWest account.  This arrangements has been made through the School Funding Unit using the standard forms (refer to Appendix F to this section of this manual).  A copy of the form is retained securely within the school.
3.10
Reconciliation Procedures

Bank statements are received from the bank on a monthly basis.  The [Name, e.g. Finance Manager, Bursar, Secretary, etc] is responsible for carrying out the reconciliation through the accounting package each month following the guidance provided by [e.g. FSS on Keys or FMS6 or other provider].  

The list of unreconciled items is reviewed, once the items on the bank statements have been cleared, and examined for old expenditure items and outstanding income items.  All cheques that have not been presented at the bank within six months of production are investigated and written back into the account, where appropriate.  Outstanding income items are investigated and chased through the bank, where appropriate.

Once the reconciliation process has been completed, the ‘bank reconciliation’ reports are extracted from the accounting package and signed as accurate by the [Name, e.g. Finance Manager, Bursar, Secretary, etc].

If the account cannot be reconciled, this is reported to the Headteacher.

The signed reports are provided to the Headteacher for review, along with the bank statements.  Once the Headteacher agrees that the reconciliation is accurate, the reports are countersigned and filed with the corresponding statements.

3.11
Cash Flow Forecasting

The school is aware that it is not permitted to go overdrawn at the bank and, in the event that the school becomes aware that there are insufficient funds available to meet current commitments, the school will contact the School Funding Unit within the Children Schools and Families department at County Hall for guidance.
As the school uses the HCC pooled bank arrangements it receives its annual budget at the start of the financial year reducing the requirement to formally monitor cash flow on a regular basis.  However, the school is aware that, should it chose to arrange alternative banking arrangements (whereby the annual budget will then be advanced to the school in monthly installments) or depend on regular external funding, formal cash flow monitoring may be required.  The school does, however, monitor its bank position on a monthly basis through the performance of formal bank reconciliations and on a quarterly basis through revised forecasting of the budget.  

3.12
Prohibition of any Form of Credit Arrangement

Generally, schools are not permitted to borrow money, unless they have Secretary of State approval.  The [NAME, e.g. Headteacher] and [NAME e.g. Finance Manager, Bursar, Secretary, etc] will ensure that the school does not enter into any finance / purchasing arrangement that is deemed to represent a credit arrangement, e.g. finance leases, and will consult the Local Authority if in any doubt.  However, the Local Authority operates a loan scheme for schools that choose to bank within the HCC pooled banking arrangements.  Applications can be made to this for expenditure of a capital nature in May each year.  The repayment and interest terms are as advised at the time of the loan application and will vary in accordance with the terms of borrowing.

ABC school currently has a three-year plan for the use of its capital allocation; this is linked to the school improvement plan and annual budget.  In the event that the school was to consider applying to HCC for a loan, the Finance Committee would produce an application for approval by the full Governing Body and submission to the Local Authority.

(Please also refer to the sections 10 and 11 on capital and contracting.)
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This authorises the password users above to contact the Nat West Bank Liaison Team in relation to the school's

bank accounts defined in Section 2 of this form.

Full Name

Block Capitals

Signature

Date

Authorised by the Headteacher

Return to:  Karen Gibbs,  Hertfordshire County Council,  School Funding Team,  Room 171,  County Hall,  Hertford,  SG13 8DF

NAT WEST POOLED BANKING ARRANGEMENTS

Fund Account No    

SECTION 6 - DECLARATION

SECTION 5 - PASSWORD USERS

SECTION 4 - PASSWORD ADMINISTRATOR

SECTION 1 - SCHOOL DETAILS

SECTION 2 - QUALIFYING ACCOUNT DETAILS

LIAISON TEAM PASSWORD REGISTRATION FORM

SECTION 3 - PASSWORD
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Limitations
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Limitations

3.
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Title Job Title

Limitations

4.

Full Name

Block Capitals

Title Job Title

Limitations

The Governing Body authorise the following members of staff to be authorised cheque signatories for the school and are 

satisfied that these arrangements are in accordance with the requirements set out in the Financial Handbook for Schools,

Part IV Section 6.

Full Name

Block Capitals

Signature

Date

Authorised by the Chair of the Governing Body

Sample 

Signature

Sample 

Signature

Return to:  Karen Gibbs,  Hertfordshire County Council,  School Funding Team,  Room 171,  County Hall,  Hertford,  SG13 8DF

SECTION 3 - SIGNATORIES

SECTION 4 - DECLARATION

NAT WEST POOLED BANKING ARRANGEMENTS

Effective Date

of Change

GENERAL ACCOUNT BANK SIGNATORY MANDATE

SECTION 1 - SCHOOL DETAILS

SECTION 2 - ACCOUNT DETAILS

Sample 

Signature

Sample 

Signature
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Headteacher

Limitations
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Limitations
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Full Name

Block Capitals

Title

Job Title

Limitations

4.

Full Name

Block Capitals

Title

Job Title

Limitations

The Governing Body authorise the following members of staff to be authorised cheque signatories for the school and are 

satisfied that these arrangements are in accordance with the requirements set out in the Financial Handbook for Schools,

Part IV Section 6.

Full Name

Block Capitals

Signature

Date

Authorised by the Chair of the Governing Body

Sample 

Signature

Sample 

Signature

Sample 

Signature

Return to:  Karen Gibbs,  Hertfordshire County Council,  School Funding Team,  Room 171,  County Hall,  Hertford,  SG13 8DF

SECTION 3 - SIGNATORIES

SECTION 4 - DECLARATION

NAT WEST POOLED BANKING ARRANGEMENTS

Effective Date

of Change

FUND ACCOUNT BANK SIGNATORY MANDATE

SECTION 1 - SCHOOL DETAILS

SECTION 2 - ACCOUNT DETAILS

Fund Account No

Sample 

Signature



This page is left intentionally blank.

ABC SCHOOL POLICY ON THE USE OF BUSINESS CARDS

STAFF NOMINATED AS CARDHOLDERS

Card 1

Name:




Position:

Headteacher

Card Limit:

£2,000

Card 2

Name:




Position:

Deputy Headteacher

Card Limit:

£1,000

Card 3

Name:

Position:

Card Limit:

CONDITIONS OF USE

Purposes for which the card can be use

The school’s business card should only be used in the following instances:

· for internet purchases where the supplier will only accept payment with the order

· for regular purchases of a minor nature that would otherwise require reimbursed through the petty cash system (i.e. items of a repair and maintenance nature​) 

· other, e.g. trips, where suppliers will not accept school orders, etc

Business card holders are required to supply VAT receipts to [NAME] for all transactions at the earliest opportunity.  In the event that VAT receipts have not been forwarded when the monthly card statement s received, the card holder must provide the receipts to the [NAME] within one week following their request.

Under no circumstances should personal items be purchased using the ABC school card.  Although the cards have a CHIP and PIN facility, under no circumstances must these be used to withdraw cash as this contravenes HCC Financial Regulations.

Limit on individual transactions

The governors have agreed that a limit of [AMOUNT] is placed on any single transaction.  Should any credit card holder wish to make a purchase in excess of this amount, the school should use the card allocated to the Headteacher following the prior approval of the Chair of Governors or the Chair of the Finance Committee.

SECURITY OF CARD

All cards are retained in the school safe and issued by [NAME] when required.  All cards must be returned to [NAME] promptly after use.

In the event that a card is lost or stolen, the cardholder must take the following steps immediately:

· Contact
Karen Gibbs




School Funding Unit




01992 555254

If unavailable, contact 01702 213300

· Confirm in writing to:
Karen Gibbs

School Funding Unit

County Hall

Hertfordshire
Herts

SG13 8DF

· Advise any suppliers of recent transaction that the card has been cancelled.

· Total credit limit for the school £x (between £500 and £2000 per cardholder)

Signature of Card 1:

Effective Date:


Signature of Card 2:

Effective Date:


Signature of Card 3:

Effective Date:


BUSINESS CARD ISSUE REGISTER

	CARD NUMBER
	OUT
	IN

	(Last four digits)
	Date
	Signature of Cardholder
	Date
	Signature of Cardholder
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[image: image4.wmf]School

School Number

Nat West Branch

Address

Block Capitals

General Account No

1

Full Name

Block Capitals

Title

Job Title

Sample

Signature

2

Full Name

Block Capitals

Title

Job Title

Sample

Signature

£

This confirms that a cashing facility should be set up for the school in relation to the bank accounts shown

above. Where Section 3 has been completed, this also confirms that, in addition to the school's authorised

signatories, the above member(s) of staff is/are authorised to withdraw cash on behalf of the school, up to

the designated limit.

Full Name

Block Capitals

Signature

Date

Authorised by the Headteacher

Return to:  Karen Gibbs,  Hertfordshire County Council,  School Funding Team,  Room 171,  County Hall,  Hertford,  SG13 8DF

NAT WEST POOLED BANKING ARRANGEMENTS

Fund Account No    

SECTION 5 - DECLARATION

SECTION 4 - WITHDRAWAL LIMIT

SECTION 3 - NOMINATED SCHOOL STAFF

SECTION 1 - SCHOOL DETAILS

SECTION 2 - QUALIFYING ACCOUNT DETAILS

CASHING FACILITY REGISTRATION FORM

Weekly Withdrawal Limit
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TEMPLATE FOR RECORDING DIRECT DEBITS AND STANDING ORDERS

	Payee
	Reason
	Amount

£
	Date of Set Up
	Frequency / Timing of Payment

	E.g.

	Vodafone
	School mobile phone
	Variable
	October 2002
	Monthly

	Canon
	Photocopier lease
	£989.56
	July 2006
	Quarterly
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	SCHOOL DEVELOPMENT PLAN


	
	MEDIUM TERM FINANCE PLAN

	
	
	

	
	

	
	ANNUAL BUDGET


	


4.1
School Improvement Plan (SIP)

In accordance with the overview of this area reflected on the Governornet website, the governors of ABC School acknowledge that school improvement is a central aspect of their responsibility to raise educational standards.  Additionally, ABC School recognises the expectation within the ‘Governors Guide to the Law’ that a good Governing Body will ensure that the school has in place an effective process for reviewing performance, identifying priorities, taking action and monitoring progress.  

In ABC School, this is achieved through School Improvement / Development Plan (SIP), which outlines the items that have been identified as being the main priorities to be addressed.  

The Improvement / Development Plan for ABC School is set out in such a way as to identify:

· the actions required

· the resources required and the source of these (e.g. standards fund, PTA donations, DFC, etc)

· delegated responsibility for each action

· time-scale for achievement

· success criteria

The items within the SIP are also prioritised to make the best use of funding or resources.

The SIP is approved by the Governing Body on an annual basis.  Progress against the SIP is monitored by the [NAME, e.g. Finance Committee] on a [FREQUENCY, e.g. quarterly] and as part of the on-going budget monitoring cycle.

The SIP is initially lead by the Headteacher in conjunction with the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] who outlines the main objectives / projects of the school based on the aims of the school, the Ofsted action plan, national changes, etc.  Budget holders are then asked to outline their own requirements for the next year.  Using this information, a draft plan is put together and taken to the [NAME, e.g. Finance Committee] for discussion.  The SIP is then presented to the full Governing Body for approval.

As the priorities of the SIP change, the financial planning of the school will change accordingly and will have emphasis on what the school wants to achieve, taking into consideration the monetary inputs.

4.2
Medium Term Financial Plan (MTFP)
The school uses the SIP to lead its medium term financial planning (MTFP) and it has a MTFP for the next three to five years, showing how the needs of the SDP can be met in the medium term, given the school’s current financial position.  The MTFP is put together at the beginning of the financial year using the [e.g. Finance Planner software provided by the Local Authority].  The MTFP enables the school to:
· take into consideration the financial implication of changes in pupil numbers

· plan for a range of alternatives

· ensure priorities in the SIP are both affordable and sustainable
· ensure that the budget remains sustainable (i.e. forecast income matches forecast expenditure)
· develop contingencies to deal with unexpected events
· avoid deficits or excessive surpluses
This plan is updated and discussed regularly (e.g. termly), in line with known changes to income and expenditure pattern and changes in pupil numbers.  The [Name, e.g. Headteacher] and [Name, e.g. Finance Manager, Bursar, Secretary, etc] work together to achieve this.  

New initiatives are appraised in relation to all likely costs and their financial sustainability before being approved by the Governing Body.  The options are set out in the MTFP and the results fed back to the Governing Body for a formal decision.

The MTFP is approved by the Governing Body once governors are satisfied with the projections and that the assumptions made are realistic. Before approval, the level of forecasted balances are fully scrutinised.  The MTFP is reviewed and updated annually as part of the financial planning / budget formulation cycle (refer to the model timetable in Appendix A to this section of the manual).

During the course of a financial year, a number of initiatives are discussed at [e.g. the Senior Leadership Team meetings].  Before these are approved, the school’s budget is consulted and, if appropriate, the MTFP is revised to take into consideration the impact that these may have on the school’s resources.  This information is then presented to the Finance Committee for consideration.

4.3
Benchmarking

In keeping with the guidance reflected on the Governornet website, ABC School recognises the benefits in using benchmarking information to learn from others in implementing changes to spending patterns to help deliver educational priorities.

As part of the annual budget setting exercise, the school reviews benchmarking data.  The extent and depth of review depends on what the data reveals compared to previous reviews and the school’s current circumstances.  The more significant areas of spend, i.e. staffing costs, are reviewed more frequently than others.

In order to obtain comparative data, the school uses a number of sources, including:

· DCSF benchmarking website

· the Local Authority management information

· Information from other local schools

The information is used to determine how the school compares with other similar establishments and forms the basis against which the setting of the current budget is challenged.  When using the data collected, the governors of ABC School take into consideration the ’10 Tips for Successful Benchmarking’ set out on the Governornet website.  The results of the benchmarking exercise are pulled together by [NAME, e.g. Headteacher, Finance Manager, Bursar, secretary, etc)] and presented to the members of the Finance Committee for discussion at the same time that the first draft of the annual budget is being considered.  Where the results of the exercise alter the basis for setting the budget, this is notified to the full Governing Body at the time of approval.

4.4
Annual Budget
The school has a budget preparation timetable to ensure that the budget setting process is clear and that all stages are undertaken by the required deadlines (refer to Appendix A).

The school uses the SIP, the MTFP, including the indicative budgets, to create each year’s annual budget and has links between all three, which are highlighted in the documentation sent to governors for approval of the annual budget.  

The governors consider the spending priorities in the light of the budgeted income and expenditure.  
The school uses the budgeting software provided by the Local Authority and clear documented notes are maintained by [NAME, e.g. Headteacher, Finance Manager, Bursar, Secretary, etc] regarding the budget preparation , e.g. what assumptions made, what factors incorporated, what risks attached, how have figures been calculated, etc.  The [NAME, e.g. Headteacher, Finance Manager, Bursar, Secretary, etc] prepares a report for governors showing the basis for compiling the budget and this is presented to them for discussion.  This includes a review of the previous year’s financial performance.  

The Governing Body is aware of the requirement to set a balanced budget and that it cannot budget for a deficit.  

Expenditure must be for the education and purposes related to the school.

The budget process starts in the Autumn term (in accordance with the timetable set out in Appendix A) when the [NAME, e.g. Senior Leadership Team, Headteacher, etc] decides on major expenditure, as directed by the SIP together with any major issues that have arisen.  

As part of the budget setting process, the school’s staffing arrangements (both teaching and support staff) are reviewed by [NAME, e.g. Headteacher, Finance Manager, Bursar, Secretary, etc] to take into consideration increment changes, planned structural changes and any other factors known at this time, e.g. staff changes.  Once costs such as staffing and premises related matters have been approved the balance is apportioned to departments.  This is balanced against the available resources for the same period, and the contingency element of the budget required by the Governing Body, taking into consideration the budgeting information issued by the School Funding Unit prior to the commencement of each financial year. At the end of the financial year, any surplus or deficit in each departmental budget will be carried forward, with the consent of the Headteacher, and set against the following year’s budget.

The budget is prepared in a CFR format identifying income and expenditure and is split between revenue and capital allocations. This facilitates completion of returns and ensures consistency with the accounting system and the returns submitted to the Local Authority.

The governors have agreed that the first draft of ABC School's annual budget for the following financial year will be ready for consideration by the Finance Committee by preferably [DATE].  The draft budget is then circulated to the members of the Finance Committee prior to their meeting to discuss it so that they can consider it and obtain any further information and explanations they feel are necessary to gain a thorough understanding of the budget.   Any assumptions used are highlighted clearly and attention is drawn in particular to areas of sensitivity.

The budget is then revised if necessary and presented for consideration by the full Governing Body and the budget setting rationale is explained. This is completed in conjunction with this.   The Governing Body also reviews the previous years activities to establish how ABC School has performed in relation to it SIP.  

The Governing Body has ultimate responsibility for setting ABC School’s budget and the operation thereof and ensures that actual income and expenditure during the year is monitored closely and compared against budgeted income and expenditure.
Once the annual budget has been approved, all appropriate Local Authority returns are completed for submission by 31 May.
The [NAME, e.g. Headteacher] will report to the Governing Body any proposals for policy changes that significantly affect the expenditure or income budgets.

The governors of ABC School are aware of the claw back scheme for excess balances and that they will be required to report the reasons for any high balances.  The budget is compiled to ensure only a prudent level of underspend (or in exceptional years, the recovery of a deficit).
4.5
Accounting Package

From the approved budgeted income and expenditure return, the budget is entered into the accounts system.

The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] will transfer the LEA reported figures into budget cost centers and nominal ledger codes where applicable and enter accordingly, ensuring that the figures match that approved by the Governing Body.

4.6
Budget Holders

Once the annual budget has been formally approved, each cost centre is granted an allocation for the year. The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] is responsible for notifying budget holders in writing of their allocation together with guidance on how it can be spent. Guidance to budget holders on how their budget can be spent will be issued in the form of a memo.  (E.g. The figure will be allocated it in three installments. The first 40% will be for the Summer term, the second 40% for the Autumn term and the final 20% for the Spring term.   In addition, a number of non-curriculum departments are allocated a budget. The budget holder will have a fixed annual sum given to them in April.)

4.7
Treatment of Earmarked Funding and Reporting of Significant Activities
The school may receive allocations of earmarked funding.  In drawing up the budget, ABC School ensures that all streams of funding are specifically identified along with any criteria against which this funding must be used, e.g. specialist status, SEN, etc.  These strands of funding are taken into consideration when putting the budget together and are specifically highlighted to governors when approving the budget.  

In addition to the earmarked funds, the school may operate a number of large activities, e.g. hirings, in-house catering, extended school projects, etc.  These are also separately reviewed as part of the annual budget setting process.  The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] will record income and expenditure relating to earmarked funds and any significant activities in such a way as to allow this income and expenditure to be separately identified and reported.  The areas of earmarking funding and projects are separately monitored as part of the on-going budget monitoring arrangements of the school.

4.8
Profiling the Annual Budget

Once the budget has been approved and loaded onto the accounting package, it is profiled by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] in accordance with known spending / income patterns.  Where there is no history to refer back to, the profile suggested by the FSS section at County Hall is used.  The profiles are reviewed periodically throughout the financial year to ensure that they still represent known spending patterns, especially where funds have been transferred due to revised spending arrangements.  Where appropriate, profiles are amended.

4.9
Virements and Budget Allocations

All movements to the budget after approval by governors are formally recorded (see Appendix B) and approved in accordance with the delegation set out in the Schedule of Financial Delegation and reported back to the Finance Committee and Governing Body at their next meetings.  Virements are processed on the computerised system by 

 [NAME, e.g. Finance Manager, Bursar, Secretary, etc].
The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] will maintain records that will enable the current budget to be compared to the original budget (if the two differ).  This information is reported to governors at each meeting.
4.10
Sixth Form Funding

ABC School is aware that the funding provided for its sixth form students is based on the information provided by the school to the LSC.  It is, therefore, vital that this information is completed accurately and on a timely basis.  The governors are also aware that this funding may be subject to ad hoc audit inspection and that the school could be asked to repay any money claimed in error.  Conversely, under claiming for students could have a serious financial impact.

The returns for the LSC are completed by [NAME, e.g. Head of sixth form, Deputy Headteacher, etc] and all supporting records are retained as at the date of submission.  The return is checked, in accordance with the guidance provided by both the LSC and the HCC Internal Audit section, and countersigned by the Headteacher before being submitted.  
The school also uses the HCC sixth form funding model that is available through thegrid to determine the level of funding expected, after taking into consideration the number of students within the sixth form and the subject choices available.  As part of the school’s forecasting and continuing development, the school uses this planner to indicate the potential changes in the level of funding that the school could achieve if the subject choices were changed.  This information is fed into the MTFP and the outcomes of the various options reported to governors.

ABC School operates within a consortium for sixth form subjects.  The methodology for recharging schools in the consortium for students taught at other sites is reviewed by the consortium regularly.  Invoices are raised on a [TIME, e.g. termly] basis by ABC School, based on the charges agreed by the consortium.

SUGGESTED BUDGET PREPARATION TIMETABLE
	Area


	Date
	Responsibility

	Provision of school standing (formula) data to the Authority
	Nov/Dec
	

	Consideration of standing data such as changes in pupil numbers
	Nov/Dec
	

	Assessment of the impact of changes in the Scheme for Financing Schools and in the funding formula on the school's budget
	Nov/Dec
	

	Identification of specific issues arising from actual spending in the current year which may have a continuing impact
	Nov/Dec
	

	Completion and return of the Pupil Lead Annual School Census (PLASC)
	January
	

	Preparation of a standstill budget (the cost of existing commitments)
	January
	

	Preparation of detailed estimates of options for meeting new development plan targets and benchmarking
	Mid January
	

	Preparation of a key issues paper for consideration by the Governing Body

Preparation of the preliminary budget figures inclusive of cost implications of the SDP as approved by the GB.
	Mid February
	

	Notification by the Authority of budget share


	7 March
	

	Checking the budget share to ensure the funding formula has been applied correctly to the school
	March
	

	Balancing the budget

Determination of draft budget by FC
	April/May
	

	The annual budget is approved by the Governing Body

May – submission of draft budget to GB, GB approval of budget, approved budget sent to LA
	April/May
	

	The approved budget return is submitted to the Authority
	31 May
	

	The approved budget is circulated to those with responsibility and authority for expenditure
	May/June
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	ABC SCHOOL



	Virement and Income Allocation Form



	Month


	

	Budget Account
	Amount
	Comments
	Ref
	Effective 

	To
	From
	£
	
	
	Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Prepared by:


	Date:

	Headteacher:


	Date:

	Governing Body Signature:


	Date:


In accordance with the Schedule of Financial Delegation, Governing Body authorisation is required for all virements in excess of £
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5.1
Internal Monitoring
Following the month end procedures set out in Section 6  a number of budget monitoring reports are extracted for the various Budget Holders by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  A timetable has been drawn up by ABC School for the month-end procedures to avoid any delay in the production of reports.  All reports extracted are initially reviewed and, where appropriate, annotated, by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].
The Governing Body and staff of ABC School will be regularly consulted to ensure that the financial management information they receive is relevant, timely, reliable and understandable.

 - Departmental Budget Holders

Budget managers are accountable for the items of expenditure and income they directly control.  It is the responsibility of the Budget Holder to ensure that their budget is being spent in the most beneficial way for their department. They must ensure they are receiving value for money for every purchase.
Each Budget Holder is provided with a monthly summary of the budget giving:

· total spend

· outstanding commitments (i.e. order placed but invoice not yet received / paid)
· budget

· balance left

The Budget Holder is required to examine the reports to ensure that the transactions are as expected and that the report represents an accurate statement of the budget position.  Where there are any queries, the Budget Holder is required to contact the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] to establish the reason and action required, if appropriate.

At any stage, if concerns arise over the spending pattern of a particular cost centre it is raised in the first instance by the [Name, e.g. Finance Manager, Bursar, Secretary, etc] with the Budget Holder. The explanations obtained are relayed by the [Name, e.g. Finance Manager, Bursar, Secretary, etc] to the Headteacher who decides on the appropriate action.
- Headteacher / Business Manager

The Headteacher is provided with a monthly summary of the budgetary position of all Budget Holders.  In addition, the Headteacher will be sent a detailed summary of the whole school income and expenditure, giving:

· actual income / expenditure

· budgeted income / expenditure (profile to date)
· variance of actual to budget
· whole year budget

· actual vs whole year

· forecast or outturn

· variance forecast outturn to budget
These reports are discussed in detail with the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] and a variance report drawn up.  This report will reflect: 

· any significant variances between the profiled budget and the actual position to date

· the reasoning behind the variances (outstanding bills, increased overtime due to sickness, pending insurance claims, etc)

· proposals for addressing any issues that have been identified

The report will also show where income is earmarked for specific purposes and, therefore, not generally available to meet any other expenses.

The reports also reflect capital income and expenditure separately from revenue so that the two allocations do not become confused.  The capital monitors are also accompanied by reports reflecting the schools progress against the capital plan.

These variance reports then support the monitoring information provided to the Finance Committee. 

- Finance Committee

On a [FREQUENCY, e.g. monthly] basis, the members of the Finance Committee are provided with:

· a summary of the whole school income and expenditure for that period, giving

· actual income and expenditure

· budgeted income and expenditure
· variances

· forecasts
On a [FREQUENCY, e.g. quarterly] basis, the members of the Finance Committee are provided with:

· a copy of the returns to the local authority, including:
· the budgeted year-end figures

· the revised estimate for the end of year

· variance of budget to revised estimate
· a variance report explaining variances of concern

These reports are derived directly from the school’s accounting package and presented in CFR format.

Although monthly reports are produced the members of the Finance Committee meet on a [FIGURE] basis.  The Finance Committee consider whether any adjustments (e.g. new funding) to the annual budget are required as a result of the reports they receive. The Finance Committee also decide on any virements between existing budget headings at this stage.  Any virements are reviewed in line with the school’s overall aims and objectives.

In addition to the budget monitoring reports, the members of the Finance Committee are also provided with the following records, as required:

· progress against the objectives in the SIP and the impact that this has on the budget

· details of significant changes to the asset register that may require further investigation or approval
· details of likely or actual bad debts that may require writing off and their affect on the budget
· details of any relevant financial issues being considered / implemented at the time

· accounts relating to any area of spending they wish to monitor, paying particular attention to areas of earmarked funding and specific activities, e.g. specialist status, in-house catering, etc.
Funds devolved to the school on an earmarked basis must be used for the purposes given.  The Local Authority or other body providing earmarked funds may recover any funds that are not spent for the purposes prescribed or not spent in-year.  All earmarked funds are reported in the form laid down by the Local Authority.

- Governing Body

The members of the Governing Body meet on a [FREQUENCY, e.g. termly basis] and receive copies of the minutes from all committee meetings that reflect all decisions made and responsibilities for actions to be taken, with their agenda.  

5.2
Reporting to the Local Authority

[NAME, e.g. Headteacher, unless this has been formally delegated] ensures that returns are sent to the Local Authority within the deadlines published on thegrid. These returns are:
· annual Approved Budget Return for the current year
· Best Value statement

· Statement of Internal Control
· quarterly Summary Income and Expenditure statement and revised forecast (based on actual position to date and an estimate of income and expenditure to the year end taking into consideration known future changes and variances to current spending patterns)
· quarterly Summary Balance Sheet

· quarterly Reconciliation of School Bank Account

· quarterly Summary Statement of Reconciled Bank Account Balances

· Earmarked Funding - Quarter End Analysis of Income

· full Year End Accounts

· Year End Accounts for the Private Fund
· Termly Return of Staff and Organisation
These are signed by the Headteacher and / or Chair of Governors and submitted to the Local Authority with supporting documentation.  Copies of the various signed documents are retained in school for reference and inspection purposes.

5.3
Best Value Statement

A Best Value statement is submitted to the Local Authority with the school approved budget return each year.  Prior to signing the statement the Governing Body reviews its procedures for ensuring value for money and makes sure that these have been followed.  In doing so it takes account of the guidance accompanying the Best Value statement.

ABC School strives to attain best value by:

· challenging why, how and by whom a service is provided

· comparing performance with that of other schools

· consulting with staff, parents and pupils 

· using fair competition, wherever practical, to secure efficient and effective services.

5.4
Statement of Internal Control (SIC)
The Governing Body of ABC School ensures that there are robust systems for identifying, controlling and monitoring all significant risks.  To achieve this, the Governing Body has nominated the [NAME, e.g. Headteacher] to oversee the allocation of responsibilities and financial procedures on an annual basis to ensure that:

· separation of duties is maintained

· internal controls operate within each financial system

· procedures are still current and relevant

In order to support the signing of the annual SIC, the school undertakes an annual self-assessment of its financial systems.  This work is supported by the findings from the most recent internal audit report.  The results from this are used by governors when considering the SIC and the need to disclose any significant weaknesses.  (Please also refer to Section 2.) 

The Governing Body will meet in [MONTH] each year to determine that they and the school have gone through an adequate process to assess the state of the school’s internal control and that any notable weaknesses have been identified and declared in the SIC.  (Refer also to Appendix B to this section of the manual.)  They will then approve the signing of the SIC.  Both their final consideration of the SIC and approval of its signing will be formally minuted.
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	School Name
	
	School No
	


BEST VALUE STATEMENT 2007/2008

	As part of the School Development Planning Process do you:
	

	i)
	Ask how and why a service is provided and consider the use of alternative providers?

Internal (within school) – e.g. 
- class organisation 

                                              
- curriculum visits

                                               
- minor repairs

External - e.g.  
- purchase of HCC traded services

                      
- IT support agreements

                     
- major contracts
	YES / NO

YES / NO



	ii)
	Compare performance against other schools taking into account the views of parents or pupils?

e.g.
- use of Management Information publications

      
- use of the PANDA

      
- feedback from parental meetings/correspondence 
	YES / NO

	iii)
	Have mechanisms in place to consult parents, pupils and other stakeholders?
	YES / NO

	iv)
	Have a regular schedule of service and contract review, as set out in the Financial Handbook for Schools, Part IV, Section 9.10?
	YES / NO

	
	
	

	Do you have or are you developing a framework of performance indicators and targets that take into account national and Hertfordshire requirements?
	YES / NO

	
	

	Within your School Development Plan do you have:
	

	i)
	a summary of objectives and strategy for the future?
	YES / NO

	ii)
	forward targets on an annual and longer term basis?
	YES / NO

	iii)
	Description of the means by which performance targets will be achieved?
	YES / NO

	iv)
	a report on current performance?
	YES / NO

	
	
	

	Are the financial roles and responsibilities of the Governing Body, its committees and school staff regularly reviewed to ensure security and control of the school systems and processes?
	YES / NO

	Are there effective monthly processes within the school to ensure that finance information (including pupil intakes) is scrutinised regularly?
	YES / NO

	Are there processes to ensure the recommendations of auditors are fully implemented?
	YES / NO


Please attach this form, or an alternative statement demonstrating how best value principles are being followed, to the approved budget return. 

	Signed
	
	
	

	
	[Name]
	
	Chair of Governors

	
	
	
	

	Date
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A SPECIMEN STATEMENT OF INTERNAL CONTROL FOR SCHOOLS TAKEN FROM THE FMSiS TOOLKIT
1 This statement relates to the Consistent Financial Reporting (CFR) Return for the (Insert Name …..) school for the year ended 31st March 200(X). The Governing Body is responsible for ensuring that the school:

· keeps proper accounting records during the year which will disclose, with reasonable accuracy and at any time, the financial position of the school, have been drawn up in accordance with the DCSF’ (CFR) guidelines, and will enable it to prepare an annual income and expenditure statement that complies with DCSF guidelines

· maintains and operates an effective system of internal control to safeguard all the resources delegated, granted or otherwise entrusted to the school and ensure they are used cost effectively

2
The system of internal control has been developed and is coordinated by the Headteacher teacher.  It aims to provide as much assurance as is reasonably possible (not absolute assurance) that assets are safeguarded, transactions are properly authorised and recorded and that material errors or irregularities are either prevented or can be detected promptly

3 Our review of the effectiveness of the systems of internal control is informed by:

· our regular scrutiny of financial and other performance monitoring data

· regular reports from the Headteacher and other managers to the Governing Body
· the most recent report of the school’s internal auditor dated (insert date of last report)

· our most recent self-evaluation of the internal controls undertaken (insert date)

4
We are, therefore, satisfied that the internal control systems in operation at the school during the year were adequate and effective (except for:

· List any notable weaknesses here i.e. those rated as requiring remedial action as a high priority)
5
We propose over the coming year to take the following steps to address the weaknesses noted above. (This paragraph should provide either brief details of the action taken, or proposed, to rectify weaknesses in the system of internal control, or a short explanation of why corrective action has not been considered necessary).
By order of the Governing Body of (Name) School

(Signed)





  
Dated






(Headteacher Teacher)
(Signed)





  
Dated






(Chair of Governing Body)

(Signed)





  
Dated 






(Chair of Finance Committee of the Governing Body)

Note: The sections in brackets and (italics) need tailoring to reflect the schools particular circumstances
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6.1
Guidance Materials

ABC School operates its financial package in accordance with the guidance materials issued through the Local Authority (mainly via FSS).  The main reference documents used include:

· HCC Accounting for Capital Guide

· RM accounting for Capital – Best Practice 

OR

· SIMS FMS6 Accounting for Capital – Best Practice

For RMMS (Keys) schools

· FSS Budget Planner

· HCC RMMS Cash Accounts – Fund Account

· HCC RMMS Cash Accounts – Purchase Ordering

· RM Finance: User Guide

· HCC RMMS CFR Assistant

For SIMS (FMS6) schools

· HCC SIMS FMS6 Budgeting User Manual

· HCC SIMS FMS6 CFR Module

· HCC SIMS FMS6 Equipment Register

· HCC SIMS FMS6 User Defined Reports

· HCC SIMS FMS6 User Manual 

The [NAME e.g. Finance Manager, Bursar, Secretary, etc] will also refer to the FSS Bulletins, particularly in relation to the year-end, finance and CFR upgrades and the capital return.

6.2
Month-end Procedures

The month-end routine is undertaken by [NAME, e.g. Bursar].  In order for relevant budget monitoring information to be produced, the school’s accounting package must be up to date.  The school has a set month-end routine regarding the school’s financial package to ensure that the accounts are up to date prior to the budget monitoring reports being produced.  (Please refer to Appendix A to this section of the financial procedures manual for the checklists for FMS6 / Keys.)

This includes ensuring that:

· all postings onto the computerised financial management are brought up to date

· all debtors, creditors, accruals and prepayments (where operated during the financial year) are identified and entered on software. Workings for all such items are retained on file.
· bank reconciliations on all accounts are performed, printed, checked, signed and kept on file (please refer to Section 3)

· control accounts are reviewed and cleared
· budget monitoring reports are printed and monitored (please refer to Section 5)
· VAT returns to the LEA are completed each month (please refer to Section 12)

· other journals or transactions, e.g. trading accounts, earmarked funds are updated.
6.3
Coding Structure

ABC School has set up its coding structure in accordance with the guidance issued by Financial Service for Schools and in accordance with Consistent Financial Reporting requirements.  Transactions are posted in accordance with the ‘gold sheets’ provided by FSS on an annual basis.

6.4
System Reconciliations

On a quarterly basis, the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] undertakes a formal system reconciliation (in addition to the standard bank reconciliation) to ensure that there are no significant issues, e.g. all expected VAT claims have been reimbursed, both sides of all journals have been undertaken, etc.  The reconciliations are based on the format set out by FSS in their regular bulletins.  (Refer to Appendix B.)

Once completed, the system reconciliation is signed by the person performing it and is presented to the [NAME e.g. Headteacher] for checking and countersigning.  The reconciliation is then retained with the budget monitoring information.

6.5
Year-end / Closedown Procedures

The year-end routine is undertaken by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  At the end of each financial year it is important not to "close down" the software until all accruals and prepayments have been identified and processed, and all reconciliations and control accounts have been successfully performed.

At the end of the financial year the accounts system must be fully closed down and the accounts opened for the next financial year.  The accounts system is established to hold 13 periods for any one year - 12 calendar months and period 13 for any end of year accounting adjustments necessary. 

Once all 13 periods have been closed, a back up is taken onto the hard disc. Then the year-end procedure is run in each ledger.

The school follows the year-end checklist published by FSS through their bulletins.  

When completing the year-end [NAME, e.g. Finance Manager, Bursar, Secretary, etc] reviews the accruals and records them on the sheets suggested by FSS, as located on thegrid.  In preparing these [NAME, e.g. Finance Manager, Bursar, Secretary, etc] takes into consideration:

Debtors -
includes an accrual for bank interests and outstanding income for music tuition, lettings and consortium arrangements.

Prepayments -
includes payments made in advance for school journeys (e.g. deposits), lease payments that stretch over more than one financial year, courses booked and paid for in advance.

Creditors - 

supplies and services already received by not yet paid for

Receipts in advance -
includes income received for an activity taking place in the following financial year, e.g. school journeys  
The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] also carefully reviews the allocation of balances in the year-end return:

B01 -
committed revenue balance, the cost of revenue projects planned for the forthcoming year and outstanding orders from the previous year that have not already been included as creditors.

B02 -
uncommitted revenue balances

B03 -
devolved formula capital balance, the value of all unspent DFC allocations

B04 -
other standards fund capital balances, taking into consideration E-learning credits, seed challenge money and specialist school capital.

B05 -
other capital balances, taking into consideration privately raised capital funds, privately raised specialist school capital funding, revenue transfers for future years (for projects already started or where planning permission has been granted).

B06 -
extended school balance, community focused balances that can not be funded from the delegated budget.
The [NAME, e.g. Finance Manager, Bursar, secretary, etc] ensures that the balances reflected on lines B01 to B06 of the CFR return reconcile to the balances reflected on the annual return.  Any differences are investigated and amended prior to submission.

6.6
Suspense, Holding and Control Accounts

All suspense and holdings accounts (e.g. any used for the in-house payroll operation) are reviewed by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] on a [FREQUENCY, e.g. monthly] basis and cleared regularly.  Any balances that cannot be immediately cleared are reported separately to governors as part of their monthly monitoring reports.

The VAT control account is monitored as part of the month end procedure to ensure that all expected reimbursements have been received.  ABC School is aware that it has a three-year deadline for recovering VAT and that any reimbursements not received within this time will no longer be recoverable and would need to be written out of the package. 

6.7
Journals and Other Exceptional Entries

The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] recharges departmental budgets for:

· reprographic costs

· use of the school minibus

· stationery items

On a monthly basis, the [NAME, e.g. Finance Manager, Bursar, Secretary, Reprographics Officer, etc] extracts meter readings from each of the school’s reprographic machines reflecting the number of copies taken by each department.  This information is summarised for the finance office and [NAME, e.g. Finance Manager, Bursar, Secretary, etc] raises the appropriate journals to charge the department and credit the central reprographic budget.

A log is maintained within the school minibus to record each journey undertaken and the start and finish mileage.  At the end of each month [NAME, e.g. Finance Manager, Bursar, Secretary, Caretaker, etc] checks the log and summarises the mileage undertaken by each department and passes this information to the finance office so that the appropriate internal charges can be made.

Departments are also charged for items taken from the main stationery store.  This is administered by [NAME, e.g. Finance Manager, Bursar, Secretary, Administrative assistant, etc] and details of all items are recorded as issued.  A summary of issues is passed to the finance office each month to enable the internal recharge to be made.

The rates used for recharge are reviewed and agreed by the Governing Body as part of the annual budget setting process.

FMS6 MONTH END PROCEDURES

	Month


	

	

	Input all transactions for the month

	Input payroll
	
	

	Input bank statement direct debit / credits
	
	

	Input next months central payments
	
	

	

	Bank

	Reconcile bank
	
	

	Unreconciled transaction listing
	
	

	Suspense / holding accounts
	
	

	

	Budget Management

	Allocations for new money / virements
	
	

	Monthly journals, i.e. photocopying
	
	

	

	VAT

	VAT Submittal report + copy
	
	

	VAT transfer journal
	
	

	VAT Full report
	
	

	VAT Creditor/Debtor
	
	

	

	Accounts Receivable

	AR Aged Debtor Report
	
	

	Run monthly statements
	
	

	

	Housekeeping

	Purchase Orders - outstanding orders report
	
	

	System Reconciliation
	
	

	

	Reports

	Balances & Reserves
	
	

	Cost Centre Summary Transaction
	
	

	Bank Reconciliation
	
	

	Petty cash report
	
	

	Departmental Reports
	
	

	Budget Monitoring
	
	

	

	Period End

	Run Period End
	
	

	

	Signature of the person completing the procedures  
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KEYS MONTH END PROCEDURES
	Month


	

	The main reports / returns should be retained in the school.



	Monthly Reports

	Monthly Control Form 
	
	

	Budget Monitoring Reports
	
	

	 - There are a number of reports available through the finance package which show the position of the budget, either against the profiled position to date or against the overall budget allocation.  The control forms reflect the variances between the profiled budget and the actual position to date.  The control form should be discussed with the Headteacher and signed by the Headteacher.



	‘Transactions Not Yet Printed’ report.
	
	

	Bank Reconciliation report
	
	

	 - To be supported by the appropriate bank statement and signed by the FSS Adviser and Headteacher.



	Petty Cash Reconciliation report (where held)
	
	

	 - To be agreed to the cash in hand and signed by the person undertaking the reconciliation and Headteacher.

	

	Quarterly Reports

	Quarter End Returns
	
	

	- Including a revised forecast 



	Virement / Allocation Documentation
	
	

	 - Signed in accordance with the Schedule of Financial Delegation.  (These may be undertaken on a monthly basis.)



	VAT claim form
	
	

	 - Containing both income and expenditure (separate sheet for each)



	Annual Reports

	Approved Budget Return
	
	

	Year-end Return
	
	

	


	
	
	
	RECONCILIATION OF CASH ACCOUNTS
	
	

	
	
	
	
	
	
	Period
	
	Date
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	Before you start, you will need : List of Budget Accounts & Financial Summaries
	 

	
	    SCHOOL NAME:
	
	
	
	
	No:
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	

	A)
	Budget Allocated (Total - middle column List of Budget Accounts)
	Should be zero
	0.00

	
	
	
	
	
	
	
	
	
	

	B)
	Total Expenditure Allocation
	(Budget Summary)
	
	 
	

	
	
	
	
	
	
	
	        less
	
	

	C)
	Total Income Allocation
	(Budget Summary)
	
	 
	

	
	
	
	
	
	
	
	
	
	

	D)
	Net Budget Allocation
	
	(B-C=A=D)
	
	
	
	Should be zero
	0.00

	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	E)
	Balance from balance column
	(List of Budget Accounts)
	
	
	 

	
	
	
	
	
	
	
	
	
	

	F)
	Actual Income to date
	
	(Budget Summary)
	
	 
	

	
	
	
	
	
	
	
	
	 
	

	G)
	Actual Expenditure to date
	(Budget Summary)
	less
	 
	

	
	
	
	
	
	
	
	
	
	

	H)
	
	Balance
	
	(F-G=H = E)
	
	
	
	
	0.00

	
	
	
	
	
	
	
	
	
	

	I)
	Total Funds Available
	
	(Budget Summary)
	 
	
	

	
	
	
	
	
	
	
	 
	
	

	J)
	Outstanding Orders
	
	(Budget Summary)
	plus
	 
	
	

	
	
	
	
	
	
	
	 
	
	

	K)
	Accrued brought forward
	(Budget Summary)
	plus
	 
	
	

	
	
	
	
	
	
	
	
	
	

	L)
	
	Balance
	
	(I+J+K=L)
	
	
	
	
	0.00

	
	
	
	
	
	
	
	
	
	

	M)
	Carried forward including VAT
	(Overall Inc VAT)
	less
	 
	
	

	
	
	
	
	
	
	
	
	
	

	N)
	Outstanding Orders
	
	(Overall Inc VAT)
	less
	 
	
	

	
	
	
	
	
	
	
	
	
	

	0)
	Outstanding VAT
	
	(L-M-N=O)
	
	
	
	0.00
	

	
	
	
	
	
	
	
	
	 
	

	P)
	School bank carried forward
	(School Bank)
	
	plus
	 
	

	
	
	
	
	
	
	
	
	 
	

	Q)
	Petty cash carried forward
	(Petty Cash)
	
	
	plus
	 
	

	
	
	
	
	
	
	
	
	
	

	R)
	
	Balance
	
	(O+P+Q=R)
	
	
	
	0.00

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	      E, H, L & R should be the same figure

	 
	RECONCILIATION OF OUTSTANDING VAT
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7.1
Staff Contract Arrangements

ABC School has a contract with the HCC Human Resources section at County Hall for the processing of all staff contracts and contract changes.  The school’s Personnel Committee reviews our arrangements with Human Resources on a regular basis.

7.2
Authorisation of Appointments

ABC School acknowledges that the Headteacher has a professional duty to participate in the selection and appointment of teaching and non-teaching staff, with the exception of the Headteacher.  All staff appointments and promotions, etc., within the annual budget are made in accordance with the school’s Pay Policy and authorised by the Headteacher.  (Documentation for the Headteacher is signed by the Chair of Governors).  All staff changes are notified to the Personnel Committee at their next meeting. 
All appointments will be made following a formal process of advertisement, short listing, interview / selection procedure and notification of offer.  The Headteacher will ensure that records are kept of all key stages in this process.

7.3
Pre-Employment Checks

Before a member of staff is allowed to take up their position, ABC School ensures that thorough checks are undertaken to prevent unsuitable people from gaining access to children and to maintain the integrity of the teaching profession.  These checks include:

· identity confirmation

· academic qualifications, where appropriate

· professional and character references

· previous employment history

· CRB clearance

7.4
Notification of Payroll Changes to Serco and Human Resources

Human Resources is notified as early as possible in the event of appointments, terminations, promotions, etc., to ensure that overpayments and other errors are reduced to a minimum.  The end of the summer term is a critical time for correctly recording employee resignations. If the Serco Pay Teams are not notified by the payroll deadline then employees who have left in July will be overpaid for August and possibly September.  The deadlines for the submission of returns along with Serco and Human Resources’ contact details can be found at Appendix A to this section of the financial procedures manual.  All notifications are made in writing using the standard forms issued by the Local Authority:

Human Resources

· New starter

· Change of personal details

· Employee transferring to a different position

· Notification of leaver

HR Payroll

· Timesheet, monthly report

· Supply teacher pay claim

· Specialist support teacher claim

· Emergency salary request

Expenses

· Travel / expense claim

Refer to subsection 7.6 below for authorisation of payroll notifications.

Copies of all correspondence with Human Resources are retained within the school file for each individual.
7.5
Compliance with PAYE Requirements

The Governing Body is aware that it must ensure that all salaries, wages, fees and other remuneration due to staff and other individuals, whether under a formal contract of employment or not, are paid through a formal payroll system.

In some instances the school may consider the use of individuals for certain services, e.g. workshops, consultancy, etc where their normal employment deems them to be self-employed.  However, the school is aware that, dependent upon the nature (and circumstances) of the work that they are undertaking for the school, they may also be deemed to be employees and the school will need to ensure compliance with the appropriate legislation regarding income tax, National Insurance, pensions, sickness benefits, etc.  

Any budget holder or other person proposing to engage the services of an individual should first consult the [NAME, e.g. Headteacher, Finance Manager, Bursar, Secretary, etc] as to whether that individual should be treated as an employee given the nature of the proposed engagement.  In these instances the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] will carefully apply the questions set out in Appendix A to Section 13 of the HCC Financial Handbook for Schools and record the answers.  If it appears that an individual may be employed by the school the individual will be placed on the payroll.  The only exception will be where the individual clearly meets the criteria for a one-off qualifying engagement set out in Appendix B to Section 13 of the Financial Handbook for Schools.  

If the individual concerned disputes this decision they will be required to complete Appendix B to this manual and submit it to the Local Authority Inspector of Taxes via County Hall.  The school will apply any decision made by the Inspector.

If the [NAME, e.g. Headteacher, Finance Manager, Bursar, Secretary, etc] is in any doubt as to an individual’s employment status they will consult the Local Authority Tax Accountant.

7.6
Payroll Bureau

ABC school uses the payroll bureau appointed by Hertfordshire County Council, Serco.  The contract is reviewed on a [FREQUENCY, e.g. annual / biannual / triannual basis] by the school’s Finance Committee to ensure that it still meets the needs of the school.  
The bureau is instructed that only written communication can be acted upon by them, signed by one of the following authorised signatories:

e.g.

· Headteacher

· Finance Manager

· Bursar

· Secretary
(Amend as required)

7.7
Changes in Payroll Arrangements

The Governing Body of ABC School is aware that if it changes its payroll provider, that firstly its proposed contract must be vetted by Internal Audit and, secondly that provision must be made within the contract to allow access by the Local Authority auditors to relevant records held by the bureau to enable the auditors to complete their enquiries effectively.  If the school wishes to switch to an in-house payroll operation it must ensure that its proposed procedures are pre-approved by Internal Audit.  The Headteacher will ensure that these requirements are met.

7.8
Retention of Personal Information

A personnel file for all school staff is maintained by [NAME, e.g. Headteacher, Headteacher’s PA, Finance Manager, Bursar, secretary, etc] and access is restricted.  These files contain copies of all contracts and any other related documentation, e.g. interview notes, letter of appointment, performance management, sickness records, etc.  The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] will ensure that these files are complete and up to date.

All payroll and personnel records are kept securely in a locked cabinet, and treated with strict confidentiality. Access to records and data is restricted to the following authorised staff:

e.g.

· Headteacher
· Headteacher’s PA

· Deputy Headteacher

· Finance Manager
· Bursar
· Secretary
Access to computerised personnel records is granted to the auditors, the Headteacher, as well as the Headteacher’s PA. ABC School is registered under the Data Protection Act and complies with its requirements.

7.9
Timesheets

ABC School uses a number of internal timesheets to record variable hours on a day-to-day basis, e.g. staff overtime and additional hours, MSA hours, etc.  These records are signed by the individual and their line manager as confirmation that the claims are correct.  The information from these records is transferred onto the monthly timesheet to Serco by [NAME, e.g. Finance Manager, Bursar, secretary, etc].   

When completing the main timesheet, [NAME, e.g. Finance Manager, Bursar, secretary, etc] checks the hours and grades for known changes to reduce the risk of errors occurring.  (Many overpayments are caused when staff have had their hours or grade reduced or they are casuals but are set up as full-time staff.)

The completed whole school timesheet is passed to the Headteacher, along with the supporting records, for authorisation.

All payroll input and supporting documents will be retained by [NAME, e.g. Finance Manager, Bursar, secretary, etc] for a period of six years for audit purposes.

7.10
Pay Advances

Pay advances are only made in exceptional cases and approval is required from the Headteacher.  ABC School follows the guidance provided by the payroll provider, Serco, through the Local Authority regarding the payment of advances.  All advances are recovered automatically through the payroll provider.

No other loans or advances will be made to any person unless the Governing Body has given the Headteacher the power to authorise such.  Tax requirements will be observed in any such instances.

7.11
Staff Deductions

All staff deductions, e.g. pension contribution, loans, etc are notified to the payroll provider using the standard forms.  These deductions are collected automatically by Serco and paid over to the relative bodies.

Requests by employees for deductions, e.g. pension scheme, union contributions, etc must be made in writing.  Similarly, any amendments to address, marital status, bank details, etc must be made in writing.

7.12
Payroll Reports
On a monthly basis, Serco provides the school with a report that reflects:

· the names of all staff paid in the current financial year, split between the different types of contract, e.g. teaching staff, admin staff, caretaking and cleaning staff, etc.

· the basic salary received for the month in question

· any additional payments made in that month, e.g. travel expenses

· the monthly on-costs

· cumulative costs for the financial year

Each month, the names reflected on the report will be checked by [NAME, e.g. Finance Manager, Bursar, secretary, etc] to ensure that they are bona fide and the costs for each individual are compared to the anticipated costs (e.g. the previous month) and any other input records, e.g. timesheets for variable hours.  [NAME, e.g. Finance Manager, Bursar, secretary, etc] will focus particularly on any new starters, leavers, persons receiving large additional payments to ensure that these are correct.  All unexpected payments will be queried with Serco.  Once all data has been checked, the payroll report is signed by [NAME, e.g. Finance Manager, Bursar, secretary, etc] and the charges entered into the accounting package.
Copies of all correspondence with the Serco are filed with the payroll printouts and are kept securely.

7.13
Nominal Roll Check

On a termly basis Serco provide the school with a nominal roll report for all staff showing their grades, proportion of whole time, allowances, etc.  This report is checked by [NAME, e.g. Finance Manager, Bursar, secretary, etc] to the contracts held by the school paying particular attention to the following:

· ensuring that all recent changes have been properly actioned

· ensuring that part-time hours have been properly reflected

· ensuring that temporary contracts have been properly set up, i.e. that termination dates are reflected within the payroll system to prevent the overpayment of staff

· ensuring that teaching staff, or non teaching staff, who are not currently making contributions towards a pension have formally opted out of the scheme

Any errors identified are reported back to Serco and / or Human Resources to ensure that pay and deductions are consistent with each individual’s employment terms and entitlements and vice versa.

7.14
Expenses - General
It is the policy of ABC School that expenses will only be paid in respect of costs incurred while on school business. 
All benefits in kind, such as accommodation, use of telephones, vehicles, provision of clothing, equipment, etc, will be paid through the payroll provider to enable taxable deductions to be taken into consideration.

Staff are expected to make only incidental personal use of school facilities, e.g. telephone, photocopier, etc.  If any member of staff wishes to make greater use of any facilities they must obtain permission of the Headteacher.  a recharge of the cost, plus VAT will be made.

Any significant non-compliance with the school’s expected procedures will be reported by the Headteacher to the Finance Committee who considers whether this should be reported to the Personnel Committee / full Governing Body.  Governors will then decide whether the non-compliance with procedures should result in any action.
7.15
Travel Expenses

Staff travel expenses which arise as a result of working on school business away from 
ABC School premises is claimed on the Hertfordshire County Council standard expenses claim form duly authorised by the Headteacher.  Claims made by the Headteacher are countersigned by [NAME, e.g. Chair of Governors, Chair of Finance, etc].
Expenses are claimed by staff on a monthly basis.
For tax reasons, mileage should only be claimed for the excess mileage in traveling to ABC School rather than between school and home.  Where the Governing Body  / Headteacher agrees to pay expenses for any journey’s from home to school the claimant will clearly record these and the [NAME, e.g. Finance Manager, Bursar, secretary, etc] will ensure that these are treated as taxable.
Payment is only made when supported by authorised claim forms.

The rates at which mileage and subsistence allowances are paid are reviewed by governors on [FREQUENCY, e.g. an annual basis].  ABC School is aware that payment may be made in excess of the recommended rate (currently 40p per mile).  However, any element in excess of this limit would be subject to taxable deductions.
7.16
Governor Expenses

The governors of ABC School recognise the DCSF guidance that governors should not be out of pocket and should be able to claim allowances for legitimate expenses incurred in carrying out their duties.  The allowances paid will only relate to actual costs incurred, apart from mileage costs which must be paid at a rate not exceeding the maximum level of the HMRC Authorised Mileage Rate.  Other governors’ expenses must be paid on provision of a receipt at a rate determined by the Governing Body, and will be limited to the amount shown on the receipt.

Under no circumstances will ABC School pay governors for loss of earnings or for time spent on ABC School's affairs.

The governors have drawn up a ‘Governors’ Allowance Policy (please refer to Appendix C to this section of the financial procedures manual) and claim form (Appendix D) based on the models set out in the National Governors’ Council Practice Guides for Governors document ‘Good Practice in Developing an Allowances Policy for Governing Bodies 2005’.
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	Payroll Deadlines 2007/2008



	December payday is 21/12/07

	Month
	Paperwork deadline
	Electronic data deadline
	Pay day

	April
	13.04.07
	18.04.07
	30.04.07

	May
	15.05.07
	18.05.07
	31.05.07

	June
	14.06.07
	19.06.07
	29.06.07

	July
	05.07.07
	10.07.07
	31.07.07

	August
	15.08.07
	20.08.07
	31.08.07

	September
	13.09.07
	18.09.07
	28.09.07

	October
	16.10.07
	19.10.07
	31.10.07

	November
	15.11.07
	20.11.07
	30.11.07

	December
	06.12.07
	11.12.07
	21.12.07

	January
	16.01.08
	21.01.08
	31.01.08

	February
	14.02.08
	19.02.08
	29.02.08

	March
	12.03.08
	17.03.08
	31.03.08


Paperwork deadline
Final deadline for receipt at County Hall for Starters, Leavers, Transfers, Contract Changes, Timesheets and Expenses.

Electronic data deadline
Electronic Timesheet deadlines are those specified above in the Electronic data deadline column

Payroll Contacts Points
Forms are sent to either:-
· The Pay Team for Leaver Forms, Monthly Timesheets and Expenses or 

· CSF-HR (Schools) for Starter and Transfer Forms 

Telephone queries are made to the Pay Team or Human Resources as shown below.
	Pay Team
Leaver Forms
Monthly Timesheets, Expenses
	CSF-HR Team
Starter Forms 
Transfer Forms 

	Serco - Payroll Schools
PO Box 252
County Hall
Hertford, SG13 9AZ
	CSF – HR (Schools)
1st Floor Link,
County Hall, Pegs Lane
Hertford, SG13 8DF 

	Responsible for : Leavers, Timesheets,
Absence, Sickness, Overtime, Additional
Hours, Expenses
	Responsible for : Starters, Transfers,
Contract Changes 
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QUESTIONNAIRE TO ESTABLISH SCHEDULE OF CHARGE FOR TAXATION PURPOSES (EMPLOYER’S PAYE REF: 951/H1/WW)
If you consider that your recent engagement with the School is a self-employment, as opposed to an employee appointment, please supply the following details to enable matters to be considered on your behalf by H M Revenue & Customs.  The process has been agreed with the Chapel Wharf Area Tax Office with the intention of resolving such issues with a minimum of delay for all parties concerned.

If you have a contract of employment in a written, verbal or implied arrangement with the School, any income (including salary, expenses and benefits in kind) will constitute emoluments that will fall within the taxing statutes for employed earners.  Amounts paid to you will therefore be subject to both Tax and NIC deductions under the PAYE Regulations (Pay As You Earn).

If a contract of employment does not exist and there are other arrangements, the following detail will enable H.M.R.C. to evaluate matters and issue a formal opinion.  As an interim measure the School / College / County is required to operate PAYE against your emoluments pending further advice from H.M.R.C.

Whilst the following information will enable H.M.R.C. to consider the position from a taxation perspective it should be noted that specific NIC regulations namely:-

Social Security (Categorisation of Earners) Regulations 1978 (SI 1978 No. 1689) Regulation 1(2), Regulation 2, paragraph 4 in Part 1 of Schedule 1 and paragraph 6 in Schedule 3

imposes a charge to Class 1 NIC on earnings received from an educational role.  If follows therefore that even if income as a teacher/lecturer is outside the scope of PAYE for taxation the Class 1 NIC charge will be mandatory.

	1.
	Full name
	

	2.
	Home address
	

	3.
	Tax District and reference to which your returns are sent.  (HCC’s reference is 951/H1/WW).
	

	4.
	National Insurance number
	

	5.
	What arrangements have you made or do you intend making with regard to payment of NI contributions?  If you have consulted the Inland Revenue (NI Contributions) Office already with regard to the type of contributions relevant to this engagement, what was their response and could I see copies of any correspondence?
	

	6.
	Location of this engagement.
	

	7.
	Date of commencement and length of the engagement.
	

	8.
	Have you previously worked for Hertfordshire County Council Education Authority, If so, how do your present terms of engagement differ, if at all?
	

	9.
	What exactly is the nature of the work you have undertaken?
	

	10.
	How did you obtain the job?  Was it advertised?  If so, did you attend an interview or what were the other circumstances of your engagement?
	

	11.
	Is there a written contract or correspondence concerning your engagement; if so, may I see copies?
	


	12.
	If no written contract exists, what oral arrangements were made and with whom were they made?
	

	13.
	Is your work subject to the control of a senior member of the school staff?
	

	14.
	Who decides what is to be done and when it is done?
	

	15.
	Do you attend the school for a set number of hours?  If so, what are these and who sets them?
	

	16.
	Can you substitute your services with those of another person without prior consultation with the school?  If so, who would engage them and who would be responsible for paying them?
	

	17.
	If equipment is required in the course of your duties, who provides and maintains it?  Please specify what equipment you provide if any?
	

	18.
	On what basis are you paid, i.e. hours, or a fixed rate regardless of hours worked?
	

	19.
	Do you submit invoices to the school prior to payment?  If so, with what frequency?
	

	20.
	Does the school pay you any expenses you incur including any travel costs to their premises?
	

	21.
	If you are absent, are you entitled to sick pay and do you have any pension entitlements?
	

	22.
	Do you provide similar services elsewhere, if so, to whom?
	


	23.
	Are you entitled to a period of notice in the event that your services are no longer required?
	

	24.
	Name and telephone number of engaging school.
	

	25.
	Your daytime telephone number.
	

	26.
	Any other information you consider relevant.
	


The above questions are by no means exhaustive and it may well be necessary for H.M.R.C. to seek further details from you as required.

On completion of the questionnaire, attach any relevant copies of information requested and please forward it to Edward Deville, Room 327, County Hall, Hertford SG13 8DQ, who will arrange submission to the H.M.R.C.

Alternatively you may send the information direct to H.M.R.C. at:-

H.M.R.C.

Chapel Wharf Area

4th Floor Status Team

Trinity Bridge House

2 Dearmans Place

Salford

M3 5BG

[Direct 
Tel No: 0161 261 3381



Fax No: 0161 261 3356]
This Questionnaire procedure is offered for the mutual convenience and protection of all concerned.  It is without prejudice to any of the parties seeking independent taxation advice.

Unless specifically advised to the contrary, H.M.R.C. are authorised to communicate their views on status to both parties to the engagement, i.e. School/County and the applicant.

Signature:-

Date:-

GOVERNORS’ ALLOWANCES POLICY

This policy statement has been developed in accordance with the Education (Governors’ Allowances) Regulations 2003. These regulations give Governing Bodies the discretion to pay allowances from the school’s annual budget allocation to governors for certain allowances which they incur in carrying out their duties. ABC School Governing Body believes that paying governors’ allowances, in specific categories as set out below, is important in ensuring equality of opportunity to serve as governors for all members of the community and so is an appropriate use of school funds. The specific items allowable reflect this objective.

From [date], all governors of ABC School will be entitled to claim the actual costs, which they incur as follows:

1. Governors will be able to claim allowances providing the allowances are incurred in carrying out their duties, as a Governor or representative of ABC School, and are agreed by the Finance Committee that they are justified before any reimbursable costs are incurred. 

2. Governors will be able to claim for the following, on a case-by-case basis and with the prior approval of the Governing Body:

· Childcare or baby sitting allowances (excluding payments to a current/former spouse or partner);

· Cost of care arrangements for an elderly or dependent relative (excluding payments to a current/former spouse or partner);

· The extra costs they incur in performing their duties either because they have special needs or because English is not their first language; 

· The cost of travel relating only to travel to meetings/training courses at a rate of x pence per mile which does not exceed the specified rates for school personnel;

· Travel and subsistence costs, payable at the current rates specified by the Secretary of State for the Environment, Transport and the Regions, associated with attending national meetings or training events, unless these costs can be claimed from the LEA or any other source;

· Telephone charges, photocopying, stationery, postage etc;

· Any other justifiable allowances.

The Governing Body at ABC school acknowledges that:

· Governors may not be paid an attendance allowance;

· Governors may not be reimbursed for loss of earnings. 

Governors wishing to make claims under these arrangements, once prior approval has been sought, should complete a claims form (obtainable from the School Office), attaching receipts where possible, and return it to the School within two weeks of the date when the allowances were incurred, when they will be submitted for approval by the Chair of Governors or Chair of Finance to be presented to the Finance Committee for final approval. 

Claims will be subject to independent audit and may be investigated by the Chair of Governors (or Chair of Finance in respect of the Chair of Governors) if they appear excessive or inconsistent. 

This policy will be reviewed annually.

GOVERNOR CLAIM FORM

	Name:


	Name of School:

	Address


	Date:

	Post Code


	Claim Period:


I claim the total sum of £………… for governor expenses as detailed below.  I have attached relevant receipts to support my claim.

Signed………………………………

	
	£
	p
	p

	Child care/Babysitting expenses                  
	   
	
	

	Care arrangements for an elderly or dependent relative
	
	
	

	Support for governors with special needs
	
	
	

	Support for governors whose first language is not English
	
	
	

	Travel to meetings/training courses
	
	
	

	Travel/subsistence to national meetings or training events
	
	
	

	Telephone Charges
	
	
	

	Postage
	
	
	

	Photocopying
	
	
	

	Stationery
	
	
	

	Other (please specify)
	
	
	

	TOTAL EXPENSES CLAIMED
	
	
	


This form should be submitted to:

[Details e.g. school office]
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8.1
General


It is the policy of ABC School that all dealings with its suppliers and contractors be carried out in such a way as to preserve the integrity of ABC School. It is also the policy of ABC School that best value for money be obtained at all times.  Ordinarily this is demonstrated by some form of ‘market testing’ to secure the best price / quality available.
8.2
Orders and Requisitions (below the Contract Limit) – please refer to section 11 on contracting for supplies and services in excess of this limit

The purchase of goods or services below the required contract limit of £10,000 is subject to quotes, as set out in the school’s Schedule of Financial Delegation.  In accordance with the HCC Commissioning Toolkit, a specification and at least two written quotes will be obtained for supplies and services between £1,000 and £10,000, providing that this is reasonable to do so.  Where quotes are required, orders will only be placed once they have been considered and approval has been obtained from the Headteacher.  A potential contract must not be divided in order to avoid the need to implement Contract Regulations.  For orders less than £1,000 more than one quote will be obtained wherever possible or appropriate.

Where the school uses Herts Business Services / County Supplies to arrange supplies or services on its behalf, the school recognises that the necessary quotes or tenders have already been undertaken on behalf of the school and further quotes do not need to be obtained by the school.

All orders must be raised using the official school stationery and should be used for all goods and services.  

Telephone orders are not encouraged and should only be used where this is absolutely necessary and authorisation is obtained in advance from [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  These orders should be retrospectively recorded in the accounting package to ensure that all commitments are captured within the budget monitoring reports extracted from the system.
If an order is placed by any other person details must be provided to the [NAME, e.g. Finance Manager, Bursar, Secretary, etc]] as soon as possible thereafter so that a proper record can be made.

Internet ordering is limited to items that cannot be purchased through the normal procurement process.  Ordering over the internet may only be carried out by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] with the prior authorisation of the Headteacher. When ordering over the Internet an order is raised as per procedures above and the official order number is used to the Internet supplier. This type of order usually requires payment at the time that the order is placed / prior to the goods being delivered.  To facilitate these purchases, the school holds a business card.  (Refer to Section 3.)

School orders should not be used to obtain goods and services for individuals or other organisations associated with the school.

No individual should purchase supplies or services on behalf of the school unless authorised to do so.  Claims for reimbursement of expenses incurred personally may be refused if this requirement is not observed.  it is essential for issues of ownership, liability and VAT recovery that it is always clear when an individual undertakes any purchasing or enters a commitment on behalf of the school.

If the supplier appears on the register of business interests and if the Governing Body has not specifically authorised transactions with the supplier, then the prior approval of the Chairman of Governors is obtained and recorded and filed with the register which will be examined at least annually by the Governing Body.

- Computerised Orders

The school uses an internal requisition form, which can be obtained from the finance office or staff room.  These forms must be completed with the name and address of the supplier, the details of the goods required (including cost) and any delivery instructions.  

The completed form must be signed by the delegated Budget Holder (or authorised user if the Budget Holder not available) and passed to the finance office for processing only after ensuring that there is sufficient budgetary provision to meet the cost.  All requisitions for a single item, or combined order totalling over £x (as reflected in the school’s Schedule of Financial Delegation) must be countersigned by [NAME, e.g. the Headteacher, a member of the Senior Leadership Team, etc].

After checking that the requisition has been properly signed, the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] will enter the details onto the accounting package and the original requisition is initialled by them once this has been completed.  

The order is then printed from the accounting package and the suppliers’ copy authorised in accordance with the governors Schedule of Financial Delegation.  Once authorised, two copies are taken and the original is then issued to the supplier, e.g. by fax, post, etc.

The first copy is then matched to the original requisition and retained in the finance office.  The second copy is passed to the budget holder for checking and monitoring purposes.  

 - Manual Orders

ABC School uses the pre-numbered order books available through the Local authority.  These are completed in duplicate by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  All orders for a single item, or combined order total must be signed in accordance with the delegation set out in the Schedule of Financial Delegation.  The top copy of the order us then issued to the supplier.

8.3
Receipt of Goods / Services

Deliveries are handled by the [NAME, e.g. Caretaker, Finance Manager, Bursar, Secretary, etc] who signs the delivery note as to quantity of parcels received.  They are signing for delivery only and are not responsible for verifying the contents, (unless the suppliers’ terms make checks a point of delivery essential), but should ensure the correct number of packages, etc are received as reflected on the delivery note. 
The Budget Holder is contacted as soon as possible following delivery and it is their responsibility to thoroughly check the goods as to quality and quantity against the original order.
Any short deliveries, damaged goods, or other problems or queries are raised with the supplier immediately by the Budget Holder and the finance office should be advised accordingly.  

Delivery notes should be given to [NAME, e.g. Finance Manager, Bursar, Secretary, etc] within the finance office to place on file with the order copy to await receipt of the invoice.
It is the responsibility of the Budget Holder to ensure that all paperwork relating to accounts matters is forwarded to the accounts department without delay. Failure to do this may distort the accounts / financial reports due to incomplete entries and may result in a delay in closing down a month’s account for the entire school, or inaccurate returns being made to the LEA.
8.4
Outstanding Commitments / Orders
 - Computerised Orders

All outstanding orders are shown on the budget monitoring reports as commitments.  In order to ensure that the level of commitments is still appropriate, an ‘outstanding order’ report is extracted from the accounting package by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] and reviewed for appropriateness on a half termly basis.  Each Budget Holder is contacted and asked to ensure that the items reflected are still expected.  The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] clears all cancelled orders from the system.
 - Manual Orders

The order books are periodically checked for outstanding orders and all cancelled orders are annotated to this effect. 

 When producing the [FREQUENCY, e.g. quarterly] budget monitoring reports, any significant outstanding orders are noted so that the commitments can be taken into consideration when monitoring the overall financial position.
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9.1
Invoice Authorisation

Budget Holders are responsible for all spending against their budget. They must authorise any payment or deduction from it by means of their signature on the appropriate invoice or form. The Budget Holder must be satisfied that payment is properly due, i.e. that good/ services have been supplied on the terms agreed.  If Budget Holders wish to claim reimbursement for themselves from this budget, it must be authorised by their Line Manager / Headteacher.
(For schools that take a copy of the original invoice and passes this to the Budget Holder for authorisation.)

All invoices received from suppliers are marked with the date of receipt and copied.  The invoice is stamped with an invoice grid stamp containing the following information and passed to the Budget Holder concerned for payment authorisation. The original invoice is held on file in the finance office. 

· signature for authorisation

· budget / Cost Centre
· date
(For schools who maintain a list / record of the invoices received and pass the original to the Budget Holder for authorisation.)
 All invoices received from suppliers are marked with the date of receipt and stamped with an invoice grid stamp.  The invoice is then passed to the Budget Holder concerned for payment authorisation.

9.2
Invoice Payment
When authorised, copy invoices are returned to the [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  (The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] holds a list of specimen signatures against which authorising signatures can be checked.)  All relevant documentation is extracted from the ‘Invoices Awaiting Payment’ file and passed to the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] who enters invoices on software.  The cheque is then prepared by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].
To ensure that invoices are paid within the settlement terms stated on the invoice or within 30 days from the date of issue the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] monitors the copy invoices held in the pending file / list of invoices received to ensure that they have all been certified and returned to the office for payment.  Where an invoice has not been returned to the finance office within a reasonable time, [NAME, e.g. Finance Manager, Bursar, Secretary, etc] issues a reminder note to the Budget Holder requesting the return of the invoice.  If the invoice is still not returned to the office, {NAME, e.g. Finance Manager, Bursar, Secretary, etc] will contact the Budget Holder again or speak to the Headteacher, as is appropriate.  Where this is not possible, due to a dispute / query with the suppliers, details are recorded and retained with the invoice.

Payment of invoices will only be made providing:

· satisfactory receipt of the goods or services, as acknowledged by [NAME, e.g. Budget Holder]

· expenditure must be properly incurred, as acknowledged by [NAME, e.g. Budget Holder, Finance Manager, Bursar, Secretary, etc]

· invoices accord with quotations, tenders, contracts or catalogue prices, as acknowledged by [NAME, e.g. Budget Holder, Finance Manager, Bursar, Secretary, etc]

· invoices are arithmetically correct, as agreed by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc]

· discounts have been taken, where available, as agreed by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc]

· invoices are made out in the name of the school, as agreed by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc]

· invoices comply with VAT requirements, as agreed by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc]

The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] marks paid invoices with the date of payment, the date and ledger code and filed in cheque sequence within the main finance office.

The [Name, e.g. Finance Manager, Bursar, Secretary, etc] presents the cheque together with all supporting documentation to cheque signatories for signing.  Cheques can only be signed by authorised signatories in accordance with ABC School’s arrangements with its bankers.

	Authorised Personnel


	Limit / Comments

	Headteacher


	Sole signatory on all cheques up to a value of £2,000.  Main signatory with the Deputy Headteacher on all cheques over £2,000.

	Deputy Headteacher


	Counter signatory with the Headteacher on all cheques in excess of £2,000.

Dual signatory with the Assistant Headteacher on cheques less that £2,000 in the absence of the Headteacher only.

	Assistant Headteacher


	Dual signatory with the Deputy Headteacher on cheques less than £2,000.  In the absence of the Deputy Headteacher, the Assistant Headteacher will act as the counter signatory with the Headteacher on cheques over £2,000.


For cheques over £2,000, or those signed in the absence of the Headteacher, a copy of the signed cheque is taken (or a record kept of who authorised the cheque).  This procedure is also applied for staff reimbursements.

Discounts for prompt payment should be considered at all times.  If prompt payment would result in discounts likely to be greater than any bank interest gained, then payments should be acerbated to ensure the discount, subject to availability of funds at the time.

9.3
Payments Made by Standing Order or Direct Debits

Please refer to Section 3.
9.4
Proforma Invoices

Requests for staff reimbursement or payment where an official invoice can not been obtained are supported by an internal proforma with supporting receipts or other documentation attached detailing what was purchased.  The proforma invoices are used to record the supply or goods received and the reason for this (e.g. ingredient required for cookery), signed by the member of staff and authorised by the [NAME, e.g. Headteacher].

NB
No individual should incur expenditure on behalf of the school without prior authorisation.  If the [NAME, e.g. Headteacher] is not satisfied that the expenditure was necessary and / or value for money achieved, the individual may not be reimbursed.
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	PRO FORMA INVOICE / CHEQUE REQUISITION

	
	

	
	Cheque No:
	
	

	
	Date:
	
	

	
	

	Request from:
	
	

	
	

	Please raise payment by means of a cheque, made out as follows

	
	

	Amount to be drawn:
	
	

	
	

	Account to be drawn from:
	SBS

Fund 

Petty Cash

Other
	

	
	

	Date cheque required by:
	
	

	
	

	Purpose of the cheque:
	
	

	
	

	Payee:
	
	

	
	

	Supporting documents with VAT registration number (where applicable) should be attached.

	
	

	Claimant’s signature:
	
	

	
	

	Headteacher / authorised signatory:
	
	

	
	

	Date:
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10.1
General

The staff and governors of ABC School will exercise the same controls for capital income and expenditure as required for revenue items.

Please refer to sections 8, 9 and 13 regarding the raising of orders, the authorisation and payment of invoices, and general income controls.
10.2
Devolved Formula Capital Allocation

On an annual basis, the school receives an allocation of Devolved Formula Capital based on pupil numbers, to help address the school’s capital / buildings priorities, including school security and ICT.  This can be spent in the year of allocation or carried forward for up to three years to support the larger capital projects of the school.  ABC School is aware that any balances not spent within three years must be returned to the DCSF.  

10.3
Capital Project Plan – Restrictions on Ineligible Expenditure

The Governing Body of ABC School has an on-going development plan for the maintenance of the school buildings and other capital projects.  This forms part of the school’s improvement plan (small capital projects – valued over £2,000, contributions to Local Authority funded projects, health and safety works, refurbishment, ICT, etc) and has been factored into the school’s medium term finance plan.  

Governors are aware of the need to raise formal contracts for works undertaken in the school, and that, depending upon the value, tenders and not just quotes may need to be obtained.  Please refer to section 11 of this manual.

The governors are aware that the DFC allocation cannot be vired into any other areas or used for any form of revenue expenditure, e.g. for redecoration or leasing arrangements (as these items are deemed to be of a revenue nature).

Progress against the ‘capital projects’ plan and the financial implications are monitored by governors separately from the revenue budget.  (Please refer to Section 5.)  

10.4
Property / Premises Related Projects – Need to Obtain Approval from the Area Planning Officer

Before any capital works are undertaken, consideration is given to the need to obtain consent from the Area Planning Officer.

The school would not incur any expenditure of a capital nature funded from LA sources over £15,000 without the prior approval of the Local Authority.
10.5
Accounting for Capital Expenditure – School and Local Authority Role

As the funding for Devolved Formula Capital is received by the school locally, invoices relating to this allocation are paid for directly by the school through its local account.  

In addition, the school may be successful in bidding for works through the HCC Capital Programme (works for less than £100,000).  As the funding for these works is held centrally, all invoices are processed through the Local Authority and no transactions are recorded in the school’s accounts.  

The school is aware that, if it is successful in achieving specialist status, the capital funding provided by the DCSF is held by the Local Authority.  Payments to be made from this allocation are made via the Local Authority and the cost is reflected on the monthly traded services report, along with a corresponding amount from the grant (i.e. a corresponding income allocation).  Both entries will need to be reflected in the school’s accounting package.  The additional expenditure incurred on these projects will already be recorded by the school in its local account and the cost will be met directly through funds already held by the school and recorded in the school’s accounting system.

10.6
Capital Expenditure – Contributions from Revenue 

The [NAME, e.g. governors and Headteacher] are aware that they cannot reflect an ‘overspend’ on capital items.  Where the capital costs exceed the available capital resources available, a transfer from revenue to capital will be undertaken to offset the difference.  (The cost of projects will have been agreed in advance, along with the sources of funding.  The on-going progress of such projects is closely monitored by the school and the Finance Committee on a regular basis.)  

The school may also undertake a transfer from revenue to capital in advance of the actual expenditure being incurred where work is imminent.  The school would only undertake such a transfer once it is sure that the commitment will occur as it is clear that, once moved into capital, funds cannot be transferred back into revenue.

The governors of ABC school are also aware that they are not permitted to enter into any form of borrowing without the approval of the Secretary of State, other than through the Local Authority Loans Scheme for school’s using the Local Authority ‘pooled banking arrangement’.  (Please also refer to Section 3 of the is manual.

10.7
Reporting Capital Expenditure to the Local Authority

All capital expenditure is reported to the County’s Capital Programme Coordinator by [NAME, e.g. Headteacher, Finance Manager, etc] through the submission of an annual return in February each year (completed using the guidance issued by the Local Authority FSS Section).  ABC School is aware that postings to the school’s accounting package after the submission of the annual return must not be undertaken unless these have already been included in the figure submitted to the Local Authority.  The school ensures that the figures reported in the annual capital return also agree to those reflected in the year-end accounts submitted to the Local Authority.
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11.1
Compliance with Contract Regulations

Section 135 of the Local Government Act 1972 requires every Local Authority to have formal contract procedures and, therefore, the governors of ABC School acknowledge that all HCC maintained schools are required to comply with the HCC Contract Regulations over the predetermined limit, currently £10,000.

The Governing Body makes it buying decisions in accordance with the principles of ‘best value’ probity and accountability.  Prior to entering into any arrangement with a supplier, ABC School will consider the value of any single purchase or on-going arrangement and, therefore, the need to comply with HCC Contract Regulations.  Where an arrangement requires a contract to be drawn up, or where it is unclear whether a contract is required, the guidance set out in the HCC Commissioning Toolkit (as located on thegrid – www.thegrid.org.uk/info/office/) is followed.  This includes:

· reviewing a pre purchase checklist

· considering the need for a tender process

· ensuring that the school avoids unlawful leases

· considering the employment status of consultants and suppliers being contemplated

· reviewing the risk assessment process

· ensuring appropriate CRB clearance is obtained

· maintaining appropriate contract records

The Health and Safety competence of contractors is assessed, taking into account the policies and procedures of the LEA. 

Only contractors registered with their professional or trade association will be employed to carry out major work at the school.  Where practical, works carried out at the end of the school day (term time), or during holiday periods.

11.2
Contract Value and Tendering Requirement
Purchases for supplies and services with a total value in excess of £10,000 are subject to a formal tendering procedure.  The value is determined by either the total value of the contract where the contract is for four years or less, or the value over a four year period where there is no specified termination date or where this date is beyond four years.  It is the responsibility of the [NAME, e.g. Headteacher] and the [NAME, e.g. Finance Committee] to ensure that such procedures have been followed correctly, prior to agreeing the contract.

11.3
School Commissioning Toolkit and Training for Staff Involved

ABC School undertakes its own tendering and contractual arrangements following the process set out in the HCC commissioning document (based on HCC Contract Regulations and Best Practice in Procurement publications).  ABC School uses the commissioning competencies questionnaire within the HCC Commissioning Toolkit to ensure that staff with responsibilities for contracting have the appropriate knowledge and / or receive appropriate training.

11.4
Roles Required Under Contract Regulations

ABC School has appointed the following to undertake the required roles within the tendering process:

e.g.

	Chief Officer
	Chair of Governors

	Contracting Officer
	Chair of Finance

	Contract Manager
	Headteacher / Bursar

	Tender Opening Officers
	2 Member of the Governing Body / Finance Committee


These roles are also set out within the school’s Schedule of Financial Delegation.

The governors of ABC School recognise that the role of Chief Officer may be delegated to the Headteacher.  However, as the Headteacher will normally fulfill the role of Contract Manager (and in some instances Contracting Officer) governors have agreed to retain this position within the Governing Body in order to maintain separation of duties.

For contracts in excess of £x (to be determined by the Governing Body) the positions of Contracting Officer and Contract Manager are assigned to two different people.  However, for contracts below this value, these positions may be allocated to the same person, usually the Headteacher, after due consideration to incorporate separation of duties wherever possible.

The school is aware that the school is required to ensure that there are at least two people available to open and record the tenders that are received (Tender Opening Officers) and that these should exclude the Contracting Officer and Contract Manager.

11.5
Stages in the Tendering Process

The HCC tendering process ensures that all required stages are completed, including:

· A written specification is prepared, by [NAME, e.g. Budget Holder] and authorised by the Headteacher

· The tender document is prepared, by [NAME, e.g. Contracting Manager]

· The contract is prepared including the mandatory clauses highlighted in Contract Regulations, by [NAME, e.g. Contracting Manager, HBS, etc]
· An advertisement is prepared, by [NAME, e.g. Contracting Manager].   Where purchases exceed £25,000, the school advertises for applications to tender in a local journal with a reasonably wide circulation and/or in the relevant trade or professional journals. Where appropriate, the suppliers invited to tender are drawn from the approved list maintained by the finance office.

· A tender pack is put together, by [NAME, e.g. Contracting Manager]
· The advert is placed, by [NAME, e.g. Contracting Manager]
· A tender pack is issued to all being invited to tender and those responding to any tender advertisement, by [NAME, e.g. Chief Officer], including:

-
An introduction/background to the project


-
The scope and objectives of the project


-
Any technical requirements


-
Implementation details for the project


-
The terms and conditions of the tender


-
The form and date of response to the school

· A panel is formalised to evaluated the tenders received, by [NAME, e.g. Chief Officer]
· The unsuccessful tenderers are informed of the school’s decision, by [NAME, e.g. Chief Officer]

· A meeting is arranged with the successful supplier and the contract is formalised, by [NAME, e.g. Chief Officer, Contract Manager, etc]
· The contract is signed and issued (the contract must be signed by two people), by [NAME, e.g. Chief Officer and Contracting officer]

ABC School acknowledges that, where possible, separation of duties should be maintained between the person signing a contract and the person who would usually sign the corresponding cheques.

The governors of ABC School recognise that all contracts with external organisations must be in writing and reflect the following information:

· a description of the service (specification)

· details of insurance minimums (Public Liability - £5,000,000 for any one incident, Employer Liability - £10,000,000 for any one incident)

· CRB checks on all staff / volunteers with contact with the children or their details

· termination clauses

· health and safety requirements

· Data Protection and Freedom of Information

· sub contracting

ABC School selects suppliers on the basis of their capacity to provide quality, quantity, service, timely delivery and price competitiveness. Volume discounts and credit terms are taken into account. Consortia are used where they provide value for money.

Suppliers are selected from:

· Business directories

· Trade journals

· Supplier catalogues and mail shots

· Information from other schools

· Information provided by the LEA

11.6
Receipt and Evaluation of Tenders

Tenders are addressed to the ‘Chief Officer’ in a plain envelope maker ‘Tender’ and must be opened in the presence of the Tender Opening Officers. A tender log is maintained indicating the nature of the contract, the names of the tendering suppliers and the amounts of each tender, together with any appropriate comments.

All tenders are opened at the same time by staff authorised to do so. The following information is recorded:

· The date and time of opening

· The names and signatures of those present

· The value of each tender

· Details of suppliers who declined the invitation, or failed to submit a tender

· Any omissions in the submission, e.g., documents, signatures, missing data

Late tenders are rejected and retained unopened until the contract is awarded. They are then returned to the tenderer with an explanatory note.
Contracts are placed on a competitive basis and the reasons for selecting a supplier are minuted.  If the lowest tender is not accepted, this is noted and the reasons for non‑acceptance outlined.

The decision as to which tender to accept is made as follows:

· by the [NAME, e.g. Finance Committee] for budgeted expenditure up to £x with an obligation to report on reasons to the full Governing Body

· by the full Governing Body for budgeted expenditure of £x or more. In this case, the Finance Committee make recommendations as to which tender to accept, except in the case of specific projects where that committee will make recommendations

· by the full Governing Body if the expenditure has not been budgeted for

The following points are considered when deciding which tender to accept:

 - Suppliers

· Qualifications, technical ability and experience

· Pre sales demonstrations

· After sales service

· Quality procedures

· References from existing customers

· Financial status

· Company search (where appropriate)

· Professional indemnity insurance

- Cost
· Overall price

· Unit price for parts of the product or service

· The possibility of ‘hidden costs’

· Scope for negotiation

11.7
Tendering Requirement Thresholds

In accordance with the Local Authority Contract Regulations, the governors or ABC School require a minimum of three tenders for contracts between £10,000 and £100,000.  For contracts between £100,000 and EU limits, four tenders are required. The Finance Committee will regularly review the tender log.

For contracts in excess of £100,000, the [NAME, e.g. Headteacher] will ensure that the Local Authority is notified as soon as possible and ensure that a CSF Commissioning Officer signs the contract on behalf of HCC (or the County Secretary if the contract value is £750,000 or more).

11.8
Contracts subject to EU Regulations

Where a contract is subject to EU regulations it is referred to Hertfordshire Business Services who are employed to comply with all of the necessary legislation and to act as Contracting Officer and Contract Manager.

11.9
Maintenance of a Contracts Register

All contracts subject to HCC Contract Regulations (i.e. those over £10,000) are recorded in a formal contracts register (as set out in Appendix A to this section of the school’s financial procedures annual).  

The contracts register is supported by individual contract files that contain all relevant information, including:

· the signed contract

· all other related agreements

· correspondence regarding any agreed changes to the original contract

· details of the Chief Officer, Contracting Officer and Contract Manager

· the tender documents

· any corresponding minutes or correspondence connected to the contract

The contracts register and the supporting files are retained by the [NAME, e.g. Premises Manager, Finance Manager, Bursar, Secretary, etc] and held in the [LOCATION, e.g. finance office].

In addition to the main contracts register, the school also holds a second, similar file that records all on-going arrangements, e.g. annual subscriptions, small maintenance contracts, etc.  This information is used to identify all on-going commitments for budget setting purposes, to determine whether the school has made any prepayments that need to be reflected in the year-end accruals and the termination requirements if the school wishes to cancel or change these arrangements.

11.10
Contract Monitoring

The [NAME], appointed as Contracts Manager for each contract, is responsible for ensuring service level agreements are in place and that they are monitored and reviewed.  A formal review of all contracts is undertaken [PERIOD, e.g. termly, annually, etc] and reported to the relevant Governing Body committee (refer below).
All contractors' work is closely supervised by the [Name, Contracts Manager, etc]. Specific responsibilities are set out below:

	Contract
	Contractor
	Responsibility


	Committee
	Date of Next Review

	1
	Catering
	[NAME]
	[NAME]
	Finance
	[DATE]

	2
	Buildings Maintenance
	[NAME]
	[NAME]
	Premises
	[DATE]

	3
	Grounds Maintenance
	[NAME]
	[NAME]
	Premises
	[DATE]

	4
	Payroll
	[NAME]
	[NAME]
	Finance
	[DATE]

	5
	Audit
	[NAME]
	[NAME]
	Finance
	[DATE]

	6
	Insurance
	[NAME]
	[NAME]
	Finance
	[DATE]

	7
	Banking
	[NAME]
	[NAME]
	Finance
	[DATE]

	8
	Network Management
	[NAME]
	[NAME]
	Finance
	[DATE]

	9
	Cleaning
	[NAME]
	[NAME]
	Premises
	[DATE]

	10
	IT Lease
	[NAME]
	[NAME]
	Finance
	[DATE]

	11
	Copier Lease
	[NAME]
	[NAME]
	Finance
	[DATE]


The Contracts Manager keeps a record of the monitoring undertaken and the results are reported every [FREQUENCY, e.g. month, quarter, term, year, etc] to the [NAME, e.g. Headteacher] (or, where agreed, on an ‘exception only basis’).

This review of contracts extends to all on-going arrangements with suppliers, regardless of value, e.g. window-cleaning, refuse collection, contracts taken out through the Local Authority, etc.  In considering the options for ICT, telecommunications and payroll, the school takes into consideration the Local Authority’s ‘Best Value guides’ for these areas.

11.11
Leases

ABC School holds a number of leasing / rental arrangements.  These are listed on the Contracts Register (or in another schedule maintained by [NAME, e.g. Contracts Manager]).  The school is aware that it is only permitted to enter into operating leases and that all forms of financing are prohibited.  Where the school has any concerns regarding a proposed arrangement, advice is sought through Herts Business Services. 

(Please also refer to section 3 regarding credit arrangements.)
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12.1
General

[NAME, e.g. Finance Manager, Bursar, Secretary, etc] is responsible for the administration of VAT within the school’s accounting package.  This is processed in accordance with the guidance set out in Section 12 of the Local Authority’s ‘Financial Handbook for Schools’.

12.2
VAT Returns

VAT returns are extracted from the system on a monthly / termly basis and submitted to the Local Authority (School Funding Unit) for reimbursement.  All claims for reimbursement are prepared by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] and reviewed and signed by the Headteacher.

On an [FREQUENCY, e.g. annual basis, rotational, etc] the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] reviews the ‘standing information’ held on the computerised system for each supplier to ensure that the details are correct, e.g. that the VAT number is still appropriate and correct.

12.3
VAT Accounting

[NAME, e.g. Finance Manager, Bursar, Secretary, etc] ensures that the school has been reimbursed for all VAT due i.e. received payment for all claims submitted,  through careful monitoring of the traded services reports.  

[NAME, e.g. Finance Manager, Bursar, Secretary, etc] also undertakes regular system reconciliations (following the guidance produced by FSS) to ensure that the financial package properly reconciles, i.e. that the outstanding VAT claims match the amount reflected in the VAT control account within the financial package.  Any discrepancies are taken up with the School Funding Unit in the first instance and then reported back to the [NAME, e.g. Headteacher].  Refer also to section 6 to this manual.
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13.1
Voluntary Contributions and the Setting of Charges for Services
In accordance with Section 16 of the ‘Governors Guide to the Law’, the governors of ABC School have drawn up a Charging Policy (refer to Appendix A).  This outlines the circumstances under which charges and voluntary contributions are requested and when the remission of fees will apply.  The governors have also set a refunds policy outlining the circumstances under which reimbursement will be considered (this has been included as part of the main Charging Policy).  

The rates that the school proposes to charge for lettings, individual music tuition (including remission for examination students) and school meals (including the value of a free pupil meal and an adult duty meal) are discussed with the Finance Committee on a [FREQUENCY, e.g. an annual basis] and their approval recorded in the minutes of their meetings.

The [NAME, e.g. Headteacher, Finance Committee, etc] will ensure that calculation covers costs (including overheads) except where the Finance Committee agrees otherwise.  The basis will be recorded.

All appropriate charges are set out in a schedule of fees, rates and prices, (which may be attached to the Charging Policy).  Charges may not be waived, discounted or varied without the recorded authorisation of [NAME, e.g. Headteacher, Finance Committee, etc].

The [NAME, e.g. Headteacher] will ensure that income is requested / invoices raised for all chargeable activities.

For all other activities, voluntary contributions will be sought from the parents or guardians of those students attending.  In certain circumstances, the cost of activities may also be supported through specific fund raising activities.

Where an activity makes an unexpected surplus the school will consider making a refund.  In accordance with the guidance set out within the HCC Financial Handbook for Schools’, ABC School will make a refund where the surplus is either:

· 5% or more of the total cost per person, or

· £5 or more per person

Surpluses will be reimbursed in ‘round amounts’ only, e.g. £3 not £3.29.

Where a refund is offered, the accompanying letter will indicate that ‘a surplus of £x has been made and that if the parent / guardian would like to take advantage of it they should contact the office by a date ‘x’ weeks in advance.  If the school is not contacted by that date it will assume that the refund has been donated to school funds.’  All refunds will be made in cheque format in order to maintain a clear audit trail.  Refunds donated to the school will be transferred to an appropriate budget heading, following approval from the [NAME, e.g. Headteacher].

13.2
Identification of Income Due

All provision of services or supplies for which a payment is due will be recorded, i.e. all ‘sales’ will be accounted for.  This may take a variety of forms, e.g. letting of school facilities, school meals, music lessons, purchase of study material, payments towards school trips, etc.

Unless payment is received in advance or at the ‘point of sale’ (when the supply or service is provided) then a debt record will be created wherever a charge has been applied.  The [NAME, e.g. Headteacher] will determine which supplies or services will be provided on a credit basis.
The following services will be provided on a credit basis:

e.g.

	Service
	Person Responsible for Recording Sales
	Person Responsible for Billing and Collecting Income Due



	Lettings
	Site Manager / Caretaker
	Finance Manager

	Music Tuition
	Head of Music
	Finance Manager


Wherever possible, budgets are set for income by the [NAME, e.g. Headteacher, Finance Manager, Bursar, Secretary, etc] based on past performance or estimates.

Please also refer to the specific sections within the manual for the administration of the various areas of school income – sections 14 to 17 and 21.

13.3
Cash Handling, Storage, Collection and Banking 
All income is collected promptly and in full, is properly recorded and banked intact as soon as possible.  

E.g. 

· Income is requested in cheque format. Students must post all payments through the letterbox in the Finance Office door in sealed envelopes recording their name, form and activity being paid for.  The envelopes are collected from the letterbox on a daily basis by the [Name, e.g. Finance Manager, Bursar, Secretary] who records the receipts in the appropriate record (refer to each income area for details of the documentation required) and issues pre-numbered receipts where requested and for all cash received.

· The total income received for each area of income is recorded in the ‘day book’ (where used) at the end of each day by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].

· All income collected will be secured within the school’s safe facilities overnight.  (Refer to section 21 on security for further details.)

· Prior to banking, the cash and cheques are recounted by the [Name, e.g. Finance Manager, Bursar, Secretary, etc] and [Name, e.g. Finance Manager, Bursar, Secretary, etc] together and the amounts recorded on the paying-in slip.  The totals in the ‘day book’ are also totaled and checked by the [Name, e.g. Finance Manager, Bursar, Secretary, etc] to ensure that they agree to the income counted.  (Refer also to section 3 on banking and cash security.)  Income is banked at least once a week.  (A collection company collects the income every Wednesday.)  Any significant sums still held by Friday will be banked by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] accompanied by [NAME, e.g. Caretaker, Finance Manager, Bursar, Secretary, etc].

· The income collected is then posted to the appropriate budget headings within the accounting package by the [Name, e.g. Finance Manager, Bursar, Secretary, etc].

· Income collections are not used for the cashing of personal cheques or for other payments.

· Collections from the school’s pay phone and vending machines are undertaken and counted by two people.  Where any machine has the facility to record the value of sales, this is recorded by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] and compared to the actual amount of income received.  Other income received is compared against the cost of usage, stock, consumed, etc.

13.4
Output VAT
A number of areas of income collection is subject to output VAT for example (refer to Section 12 of the ‘Financial Handbook for Schools’):
· sales of any assets on which VAT was originally claimed

· private photocopying

· private phone calls

· pay phone

· stationery / equipment sales

· lettings

· non-refundable locker income 

· production ticket sales 

· adult meals

· external catering

· instrument hire without lessons provided by the Local Authority
This income is processed in the accounting package by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] using the appropriate VAT indicators and in accordance with the guidance set out in Section 12 of the Local Authority ‘Finance Handbook for Schools’.  All income recorded in the package, which is liable to VAT, is reflected in the monthly 

VAT claims and paid over to HM Revenue and Customs (HMRC), via County Hall, at this point.

ABC School also raises invoices through the accounting package for potentially VATable items.  The VAT element is reflected in the invoice and paid over to HMRC in the month that the invoice is raised, not at the time that payment is received.

13.5
Debt Recovery

The governors of ABC School have drawn up a policy that outlines the steps to be taken when chasing outstanding income due to the school.  These procedures precede any potential decision to write the debt off.  This policy is included on the school’s intranet and included as part of staff induction.  Refer to Appendix B to this section of the manual.

Where outstanding income can not be collected the debt is referred to [NAME, e.g. Governing Body, Finance Committee, etc] along with any supporting records so that a decision regarding further action can be made, e.g. pass to the legal section at County Hall, write off, etc.  

Where a debt is written off, a formal record is maintained (as reflected at appendix C) after formal authorisation has been received (in accordance with the Schedule of Financial Delegation).  

Debts in excess of £500 are referred to County Hall for a decision in accordance with Financial Regulations.

13.6
Grants, Earmarked Funds and Other Such Income
The school receives a number of grants and earmarked funds to support its activities.  These are subject to specific terms and conditions.  The budget holder for these areas is responsible to applying for such funds and ensuring that they are spent appropriately.  The Headteacher and Finance Committee oversee this.

Income budgets are set up in all cases where funding is expected.  The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] monitors the receipt of expected income.

CHARGING FOR SCHOOL ACTIVITIES 

(Based on the guidance provided in the ‘Governors’ Guide to the Law’)
The Local Authority or Governing Body may not charge for anything unless they have drawn up a statement or general policy on charging. The Governing Body's policy may be more or less generous than the Local Authority’s, as long as it meets the requirements of the law.
In general, no charge can be made for admitting pupils to maintained schools. Where education is provided wholly or mainly during school hours, it must be free.  However, the school may charge for activities outside of school hours where these are not a necessary part of the national curriculum.

Voluntary Contributions
The Headteacher or Governing Body may ask parents for a voluntary contribution towards the cost of:
· any activity which takes place during school hours;  

· school equipment;   

· school funds generally. 

The contribution must be genuinely voluntary, though, and the pupils of parents who are unable or unwilling to contribute will not be discriminated against. Where there are not enough voluntary contributions to make the activity possible, and there is no way to make up the shortfall, then it will be cancelled.
Residential Trips
Schools are permitted to charge for the cost of board and lodging during residential school trips, even if they occur mainly during school time.  This cost must not exceed the actual cost of the provision.  However, the school can not charge for the educational or travel elements.

Where the trip takes place wholly, or mainly, during school hours, children whose parents are in receipt of the following support payments will, in addition to having a free school lunch entitlement, also be entitled to the remission of the charge for board and lodging:
· Income Support;   

· Income-based Jobseeker's Allowance;   

· support  under part VI of the Immigration and Asylum Act 1999; 

· Child Tax Credit provided the parent is not entitled to Working Tax Credit and their annual income, assessed by the Inland Revenue, does not exceed £14,495 (2007-08)
· the guaranteed element of State Pension Credit
Instrumental Music Lessons
A charge is permitted for instrumental music tuition undertaken in school hours for up to and including four pupils, unless the tuition forms part of the syllabus for a prescribed public examination (e.g. GCSE).
Public Examinations
No charges may be made for entering pupils for public examinations that are set out in Regulations. However, an examination entry fee may be charged to parents if:

· the examination is on the set list, but the pupil was not prepared for it at the school;  

· the examination is not on the set list, but the school arranges for the pupil to take it;   

· a pupil fails without good reason to complete the requirements of any public examination where the Governing Body or LEA originally paid or agreed to pay the entry fee. 

Charges may not be made for any cost associated with preparing a pupil for an examination. However, charging is allowed for tuition and other costs if a pupil is prepared outside school hours for an examination that is not set out in Regulations.
Minibus

Only the school’s pupils, staff or parents may travel for a charge in a school’s minibus and only where a permit has been issued under Section 19 of the Transport Act 1985.  This permit is not required where no charge (in cash or kind) is made.  Any charge made may cover the costs of running the vehicle, but must not make a profit.
MODEL DEBT RECOVERY POLICY

General requirements

ABC school will take all reasonable measures to vigorously collect debts as part of its management of public funds. A debt will be written off only after all reasonable measures (commensurate with the size and nature of the debt) have been taken to recover it.

ABC school’s debt recovery policy will observe the relevant financial regulations and guidance set out in the Financial Handbook for Schools and any other legal requirements. In particular:

· the Governing Body will not write-off any debt belonging to the school which exceeds £500. Any sums above this will be referred to the Director of Children Schools and Families for approval and the formal agreement of the County Council’s Finance Director obtained before writing-off. (If any debtor has a number of debts which together exceed the write-off limit then these will be treated as a total amount).

· a formal record of any debts written off will be maintained and this will be retained for 7 years (the form of this record is specified below and set out in Appendix C).

· ABC school will not initiate any legal action to recover debts, but will refer any debts which it has not been able to collect (unless a decision to write-off the debt is demonstrably a reasonable course of action) to the County Secretary to consider taking legal or other action to recover the debt.

· the school will NOT write-off any debt belonging to the County Council or another party, e.g. debts for school meals. If in doubt as to the appropriate action to collect any such debts the school will seek advice promptly from officers of the County Council.

School staff are expected to follow the following procedures to secure the collection of all debts.

Recording of goods or services supplied where payment is not received in advance or ‘at the point of sale’.

A record will be kept of all such supplies that details what was supplied, the value, the date(s) and the identity of the ‘debtor’, e.g. child, parent, hirer, etc.

Where invoices are raised these should state the date by which payment is due.

In all other cases correspondence with parents, etc. should indicate the maximum period that the school regards as reasonable before payment is overdue, e.g. contributions for a school trip should be received by, payment for items purchased should be sent to the school office by, etc.

The [Name] should determine what the reasonable ‘credit period’ is if this is not otherwise specified, e.g. the governors may stipulate the maximum settlement period for school lettings in a separate ‘premises hiring policy’.

Initial reminders

Initial reminders may be informal and made either in person (when a parent comes to collect/drop off the child) or by telephone.  Normally, the secretary will undertake this having built up a good relationship with the parents.

First reminder letter

A formal reminder letter should be issued after ‘X’ weeks from any informal reminder / the date of supply, e.g. two weeks.  If action is to proceed further, it is necessary to prove that all reasonable attempts have been made to recover the debt, and that these attempts have been made in a timely manner, i.e. at the time that the debt first became overdue.

Second reminder letter

A second reminder letter will be issued in ‘X’ weeks after the First reminder letter.

Using reminder letters

Should a debt need to be taken beyond two reminder letters, formal written evidence may have to be produced.  It is therefore important that at least one, but preferably two, written reminders are sent.  Details of all reminders, whether verbal or in writing, should be maintained.  Where a letter is issued, a copy must be retained on file.

Failure to respond to reminders / settle a debt

If no response is received from the reminders issued, a letter will be sent to the debtor advising them that the matter will be referred to the County Secretary’s Department, Legal and Administration.  

At the discretion of the Governing Body / Finance Committee / [Name] / etc. the debtor may be advised that they will be required to pay in advance for all future supplies or the supply will no longer be available to them. This decision and its basis will be recorded.

Negotiation of repayment terms

Debtors are expected to settle the amount owed by a single payment as soon as possible after receiving the first ‘overdue reminder’.

If a debtor asks for ‘repayment terms’ these may be negotiated at the discretion of the [Name] / [Name] / Finance Committee*. A record of all such agreements will be kept. A 
letter will be issued to the debtor confirming the agreed terms (unless this not judged necessary). The settlement period should be the shortest that is judged reasonable.

*the policy may specify that such arrangements for debts > £x may only be entered into with the approval of the [Name] / Finance Committee / Governing Body.
The [Name] / Finance Committee / Governing Body will decide whether any debtor who has been granted extended settlement terms will not be offered any further ‘credit’ and will be required to pay in advance in future.
Costs of debt recovery

Where the school incurs material additional costs in recovering a debt then the Governing Body / Finance Committee / [Name] / etc. will decide whether to seek to recover such costs from the debtor. This decision and its basis will be recorded.

The debtor will be formally advised that they will be required to pay the additional costs incurred by the school in recovering the debt. 

Reporting of outstanding debt levels

The [Name] will ensure that the level of outstanding debt is known / can be determined at any time.

The [Name] / Finance Committee / Governing Body will review the level of outstanding debts every month / quarter / term to determine whether this level is acceptable and whether action to recover debts is effective.

(Monitoring of outstanding debts may be differentiated by type, e.g. if school meal debts prove more of a problem than those for lettings of premises then the frequency and degree of monitoring should reflect this).

Bad debts

The school should already have outlined who has the authority to write off a debt accruing to the school, and identified any limitations to this authority in its Schedule of Financial Delegation or similar document.  The school’s debt recovery policy should be cross-referenced to the Schedule of Financial Delegation.
Write-off of any debt <£x requires the written approval of the [Name] / Finance Committee / Governing Body up to a maximum of £500. 

A record of the write-off, the reason for it, and the approval for it, will be retained for 7 years.

Any debt belonging to the County Council will be referred to the appropriate officer for consideration/action without delay once the school has taken reasonable measures to collect the debt (i.e. has followed the reminder notification procedures set out above). 

In the case of school meal debts the procedure set out in the School Meals & Milk Administration Handbook will be followed.

Policy Review

This policy was last reviewed and agreed by the Finance Committee / Governing Body on ………………….

It is due for review on………………………… up to 12 months from the date above.
RECORD OF DEBTS WRITTEN OFF

	Debtor
	Details of debt 
	Amount (£)
	Invoice reference and date (where applicable).
	Reason for write-off (including brief details of measures taken to secure payment  - as appropriate).
	Authorisation of write off – name and signature of the authorising individual and date. Cross reference to entry in the accounts where applicable.  
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14.1
Overview
On several occasions during the year students may make trips or visits away from the school. For each trip or visit a Budget Holder is assigned who will be responsible for ensuring adequate funding for the trip. The Budget Holder must be aware of the school’s trip policy and, in conjunction with the [NAME, e.g. Finance Manager, Bursar, Secretary, etc], is responsible for accounting for the finances of the trip and ensuring the trip end reconciliation is correct.  (Safety, risk and insurance considerations must also be undertaken, but are not covered here.)
14.2
School Visit Budget Statement / Costing

After the initial agreement from the [NAME, e.g. Headteacher], all proposed activities must be formally costed using the standard costing record that can be downloaded from thegrid at: www.intra.thegrid.org.uk/info/sitss/mis/sims/school_journey_reconciliation_pinkbook.xls

The calculation must take into consideration all costs associated with the journey including reprographic recharges, supply cover, VAT recovery, etc.  Consideration is also provided as to whether the activity forms part of the educational activities of the school or is in addition to this.  All educational activities are operated via the school budget share account, regardless of the ability to recover VAT, in order to comply with CFR requirements.  All other activities are operated through the school’s private account.

Once completed, this form must be reviewed and countersigned by the [NAME, e.g. Headteacher] and then a copy passed to the finance office for retention.

14.3
Letters to Parents

Once the costing has been agreed, the [NAME, e.g. teacher in charge] of the activity prepares a letter to parents reflecting the proposed charge and / or voluntary contribution requested.  Parental consent forms are also requested.

14.4
Collecting and Recording of Parent / Pupil Contributions

All income is collected through the main office (please refer to the income section of this manual).  [NAME, e.g. Finance Manager, Bursar, Secretary, etc] maintains computerised registers, downloaded from the above web address for all residential journeys.  These reflect the names of each student attending and the amount(s) paid.  A separate column is used for each collection date.  This column is dated and cross-referenced to banking.  For day trips, a trip sheet, as indicated at Appendix A to this section is completed by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  

Where a pupil drops out from an activity, all collection / payment details must be retained within the collection record as a permanent reflection of all transactions.  It is a matter of school policy as to the circumstances under which refunds will be made.

For residential journeys, a payment card is used.  This is signed by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] to acknowledge receipt of each collection and then passed back to the pupil.

14.5
Accounting for Expenditure

All expenditure incurred during an activity is recorded in the school’s accounting system in the normal way by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  For all residential journeys, a separate code is operated within the package.  For day trips, either a single code is operated for all trips or, the transactions are operated through the cost centre for the appropriate department.  Deposits will only be paid out once the corresponding income has been collected for the pupils concerned.

For certain journeys, cash may be drawn from the school account to pay for sundry items.  This withdrawal is reflected in the accounts, along with any unspent money that is repaid.  All cash expenditure must be fully receipted.  For foreign activities, currency may be taken.  This is to be treated in the same manner as cash transactions.

However, as far as possible expenses will be paid for in advance or on receipt of invoices and / or a business card will be used so as to minimize cash transactions.

14.6
Overall Financial Outcome

Once an activity is complete, a final reconciliation is undertaken between the income collected, the expenses incurred as reflected in the activity record, and the transactions reflected in the financial package.  This reconciliation is completed by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] and then checked by the teacher in charge and reviewed and countersigned by the[NAME, e.g. Headteacher].  Where the final outcome is significantly different from the original costing, the reasons would be established and recorded.

All financial records relating to the activity will be retained by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].

14.7
Refunds

Where an activity makes a surplus, refunds will be issued by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] in accordance with the school’s charging and refunds policy.  Any remaining balance is transferred to school funds and is used to support students on future activities.

Where an activity results in a deficit, this will be recharged to the departmental budget or made up from the school’s private account according to governor policy.

14.8
School Minibus

The school has a minibus that is operated in accordance with the Local Authority document ‘Minibuses – The Purchase and Operation of Passenger Vehicles’. 
The vehicle is under the management of the [NAME, e.g. Caretaker, Finance Manager, etc]. Authorisation to drive any of the vehicles is given by the [NAME, e.g. Caretaker, Finance Manager, etc]. The vehicle keys are kept under the control of the [NAME, e.g. Caretaker, Finance Manager, etc], and are held securely.  

Each minibus contains a log that reflects the date, the reason for each journey, the start and finish mileage and the signature of the person using the vehicle.  This log is checked on a [FREQUENCY, e.g. monthly basis] by the [NAME, e.g. Caretaker, Finance Manager, etc] to ensure that it is being correctly completed and the details are used to make any internal recharges that are required.  (Please also refer to the general income section of this manual.)

The school does not hire out its vehicles to any third party, and no charge is made for its use, except to cover costs as part of a school journey.
The governors of ABC School acknowledge that should the school be made available for hire certain requirements must be taken into consideration, e.g. insurance, licences, etc.  If this arrangement was to be considered by the school, advice would be sought from the appropriate personnel within the Local Authority.
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PROPOSED SCHOOL VISIT

(For this purpose a Visit may be defined as an educational or recreational outing which will normally be completed within one day and may include visits to exhibitions, art galleries, institutes of science, etc., museums, theatres, zoological gardens, special sporting occasions).

	PART A

	1
	To:
	

	2
	On:
	
	All day / morning / afternoon / evening

	3
	Number in party:
	Staff
	

	
	
	Girls
	

	
	
	Boys
	

	4
	Forms involved:
	No. of girls from each form
	No. of boys from each form

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	5
	Estimated cost and proposed income.

	
	
	Estimated Cost

£
	Proposed Charge

£

	
	Fares- Rail/Bus
	
	
	
	

	
	Coach hire
	
	
	
	

	
	Parking 
	
	
	
	

	
	Entrance fees
	
	
	
	

	
	Refreshments
	
	
	
	

	
	Gratuities
	
	
	
	

	
	Sundries
	
	
	
	

	
	
	Total
	
	

	6
	Estimated net charge to school account
	

	7
	Information required by Secretary at least TWO WEEKS before outing

	
	
	No.
	

	
	Cancel School milk
	
	

	
	Cancel lunches
	
	

	
	Early lunches required
	
	

	8
	Signature of teacher in charge
	

	9
	Approved by Head
	


PART B

Money paid to secretary/bursar



Date


Amount

Signature of secretary


________________

_______

__________________


________________

_______

__________________


________________

_______

__________________


________________

_______

__________________





Total
_______

THE STATEMENT OVERLEAF - PART C MUST BE COMPLETED

PART C

STATEMENT OF RECEIPTS AND PAYMENTS

	
	
	
	
	
	
	
	£

	No. of children
	
	@
	
	
	
	
	Fares rail and bus: Chq No
	

	No. of children
	
	@
	
	
	
	
	Hire of coach
: Chq No
	

	
	
	
	
	
	Parking
  Chq No
	

	
	
	
	
	
	Entrance Fees
  Chq No
	

	Agreed Subsidies
	
	@
	
	
	
	
	Refreshments
	

	
	
	
	
	
	Refunds
	

	
	
	
	
	
	Gratuities
	

	
	
	
	
	
	Sundries
	

	
	Total
	
	
	
	Total
	

	
	
	
	
	
	
	
	


OUTCOME OVERALL + or – per child = 





Signature of member of staff in  charge
______________





Countersigned by Head



______________
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15.1
Catering Contract

The school uses the Hertfordshire catering arm of Herts Business Services (HBS) to provide meals for pupils and staff.  This is an on-going contract that is reviewed by the Governing Body [FREQUENCY, e.g. at least once every three years].

Non-secondary schools

The school is provided with an allocation for school meals within its annual budget.  This amount, received through the delegated budget, is equal to the charge made by HBS, as collected through the direct debit system. 

The price of a meal is set by HBS based on the type of meal provided, e.g. primary aged pupil, secondary aged pupil, staff, etc

Secondary Schools

The school is provided with an allocation for school meals within its annual budget that should be used towards free school meals and repairs and maintenance costs.  The school is credited with the income collected by HBS on behalf of the school and charged with the cost of the provision of this service each month through the Local Authority direct debit system.  Any shortfall in the provision of this service is charged to the school’s accounts. 

The price of the meal of the day and the cost of adult duty meals is reviewed by governors on a [FREQUENCY, e.g. annual basis].

15.2
System Used (Non-secondary schools only)

The school uses the computerised register system support by SITSS and in accordance with the procedures manual provided / manual diner registers.  This is administered by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  The school also follows the guidance set out by HBS in the document ‘School Meal and Milk Procedures’.

15.3
Registers (Non-secondary school’s only)
Computerised systems
On a fortnightly basis, class registers are extracted from the computerised system that reflect the names of the students in each class and their normal meal type (paid / free / packed lunch).  These registers are collected by pupils at the start of each day, together with the attendance registers.  The class teachers amend the registers to reflect absent pupils or required changes to the normal meal pattern, e.g. a pupil requiring a cooked meal as they have forgotten their packed lunch, etc.  These registers are returned to the main office so that [NAME, e.g. Finance Manager, Bursar, Secretary, etc] can update the main computer system.

Once the computer package has been updated, [NAME, e.g. Finance Manager, Bursar, Secretary, etc] extracts a report for the kitchen staff reflecting the number of meals required for that day.

Manual registers

The registers are completed on a daily basis by [NAME, e.g. class teachers] to reflect the type of meal being taken and any absences and then returned to the main office.  [NAME, e.g. Finance Manager, Bursar, Secretary, etc] the summaries the information in these records and provides a list to the kitchen staff of the number of meals required that day.

*****

Pupils leaving the school before lunch or arriving late need to report to the main office.  Their details will then be updated on the computerised system / manual registers and the kitchen notified accordingly.

15.4
Verification Procedures (Non-secondary schools only)
At the end of each lunch period, the Head of Kitchen confirms the number of meals provided for that day.  This is compared by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] to the number advised by the finance office to the kitchen at the start of the day.  Any variances are investigated and the computerised / manual records amended as required.

On a weekly basis, the [NAME, e.g. Head of Kitchen completes a return for HBS reflecting the number of meals provided, split between paid and free (refer below to free school meals).  This return is usually checked and signed by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  Where it is not possible to check the accuracy of the figures at the time of signing, the HBS return is signed ‘unchecked’ and a copy taken for school records.  This is then compared to the schools records as soon as possible and any discrepancies notified to Jenny Reed within HBS.

Computerised systems

On a monthly basis, [NAME, e.g. Finance Manager, Bursar, Secretary, etc produces its own records for HBS from the computerised system reflecting the number of meals produced, again split between paid and free meals.  Before the return is submitted to HBS, the daily figures are compared to those reflected on the Head of Kitchen’s weekly returns.  Any discrepancies are noted on the school’s return before being submitted (if this has not already been completed).

Manual registers
On a monthly basis [NAME, e.g. Finance Manager, Bursar, Secretary, etc] completes a banking return for HBS indicating the bankings made in the month and the value of duty meals official functions taken.  This is checked and signed by [NAME, e.g. Headteacher].
15.5
Income Handing and Recording

Non-secondary schools
The school requests that all income is received on a Monday in sealed envelopes showing the name of the student and their class and what the money is for.

Dinner money is administered by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] every Monday morning.  The receipts are entered directly onto the computerised system / on the manual registers and receipts are issued wherever requested.  The cash is banked in accordance with the procedures set out in income section of this manual.

Money received during the week is held in the safe until Friday, when the computerised system  / manual registers is updated again.  Money collected is paid into the bank at the end of each week so that there is no cash left on site over the weekend.

Secondary schools
All income collected is administered by the HBS staff, who are also responsible for completing all necessary paperwork and the paying-in books.  On a daily basis, the [NAME, e.g. Head of Kitchen] passes the income collected in sealed bags to the finance office for safe keeping and banking.  This is paid into the HCC account at the same time that the school undertakes its normal banking.  Please also refer to the income section of this manual.
15.6
Outstanding Income (Debts) (Non-secondary schools only)
Computerised systems
The computerised system enables the school to identify all students who owe the money (or are in credit) at any given time.  On a [FREQUENCY, e.g. fortnightly basis], [NAME, e.g. Finance Manager, Bursar, Secretary, etc] issues reminder notices to all parents who owe more that £x, e.g. £10.00 (unless there are reasons why this is not necessary).  

Manual registers
The manual registers are reviewed on a [FREQUENCY, e.g. fortnightly basis], by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] to determine whether there are any significant outstanding debts. [NAME, e.g. Finance Manager, Bursar, Secretary, etc] issues reminder notices to all parents who owe more that £x, e.g. £10.00 (unless there are reasons why this is not necessary).

*****

The school’s follows it’s ‘Outstanding Income Policy’ where payment is not received in a timely manner.  If the school is not successful in securing payment, the debt is referred by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] to Jenny Reed within HBS, without delay, for further action.

15.7
Adult Meals

Non-secondary schools 
Adult meals are recorded in the computerised package / manual registers in the same way as pupils and are reflected on the reports extracted / monitoring of debts in the same way.  Adults are expected to pay for their meals on the day that they are taken.  Adult meals attract VAT (unless they are bona fide ‘duty’ meals) and so must be clearly recorded and VAT accounted for. On a half termly basis [NAME, e.g. Finance Manager, Bursar, Secretary, etc] will review the computerised system / manual registers and raise an invoice to any adult who has not paid for their meals.
Secondary schools
All adults taking a meal are expected to pay for these at the till, the same as pupils, unless they are authorised duty meals.  

15.8
Free School Meals

Families in receipt of the benefits listed below are entitled to free school meals, provided that they apply for them:

· Income Support

· Income based Job Seekers Allowance

· support under Part VI of the Immigration and Asylum Act 1999

· Child Tax Credit, provided they are not entitled to Working Tax Credit and have an annual taxable income that exceeds £14,155 for 2007/08

· Guaranteed Element of State Pension Credit

The school is notified of eligible pupils through the Solero system.  At the start of the Autumn term, [NAME, e.g. Finance Manager, Bursar, Secretary, etc] checks the Solero system 2 to 3 times a week to determine who has been granted free school meals.  From the Autumn half term break the system is checked once or twice a term to determine whether there have been any changes to the authorisation that school has not already been made aware of, e.g. students who are no longer entitled to receive a free meal.
Where a student is entitled to receive free school meals, this information is fed into the computerised register system or is discretely indicated on the manual registers.  The repots extracted from the system split / the manual records provided to the kitchen staff split the cooked meals between paid and free for monitoring purposes.

In the event that a family applies for free school meals, but is not successful, a retrospective charge will be made for any meals taken.  Where a family has been entitled to free school meals, but their entitlement expires, the family will be responsible for the cost of any meals taken after the expiry date.  ABC School is aware that it does not have the power to provide free school meals to any students, other than those covered by the benefits already identified and who have been granted eligibility by the Local Authority.

15.9
Duty Meals

Staff are entitled to a free school meal to the value of £x (as agreed by the Governing Body) provided that they consume it in the dining room and act in a supervisory capacity if needed.  The cost of these meals is met by the school and an allocation is set within the annual budget.  The charge for the cost of these meals is made to the school through the direct debit system.  If the value of the meal exceeds £x, individual staff will be billed for the additional amount by [NAME, e.g. the Head of Kitchen, Catering Manager, etc] / expected to pay the difference at the till.

Midday supervisory staff are entitled to a meal to the value of £x.  A contribution towards the cost of these meals is deducted from their salary following notification of the number of meals taken and recorded on timesheets submitted to the payroll provider, Serco by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].

15.10
Official Functions

On occasion, ABC school also requests the provision of refreshments for meetings, etc through the school kitchen.  The cost of these are charged to the school on a monthly basis through the direct debit system.

All requests for additional catering must be notified to and authorised by [NAME, e.g. Headteacher].  The cost of these functions will be charged to e.g. departmental budget, specific budget, etc.
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16.1
Contract Arrangements with Parents
Students of ABC School are given the opportunity to have music lessons in a variety of instruments or for vocal tuition during school time.  
Parents are asked to sign an agreement with the school that sets out our terms and conditions, and students and parents / guardians are expected to adhere to the terms of this agreement.  These agreements are issued in the term prior to the tuition starting in order to allow the school time to make arrangements with the appropriate tutors.  

Once the agreements have been received, [NAME, e.g. Head of Music] is responsible for making arrangements for the provision of tuition and for drawing up a timetable for the lessons.

Students wishing to terminate tuition are requested, through their initial contract, to advise [NAME, e.g. Head of Music] at least half a term in advance so that the contract with the Music Service can be amended.  Students will be charged for any lessons not attended, unless good cause can be established.

16.2
Contract Arrangements with the Provider (Herts Music Service)
The school contracts with the Herts Music Service for the provision of peripatetic music teachers and is billed on a pay as you use basis termly in arrears through the direct debit system from the Local Authority.  

The contract, (form MUS2), is completed by [NAME, e.g. Head of Music] and signed by [NAME, e.g. Headteacher].  Any changes to the contract are notified to the Music Service using form MUS3.  The charges made to the school by the Music Service are agreed as correct by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] by ensuring that the hours claimed are correct (refer to the tutor pay claim reference below). 
[NAME, e.g. Finance Manager, Bursar, Secretary, etc] is responsible for ensuring that all queries are followed through with the Music Service.

16.3
Tutor Pay Claims

Each tutor is required to complete a register (that is in triplicate) and shows:

· the date of tuition

· the names of each student taught

· the duration of each lesson and whether this is an individual, shared or group lesson

· whether the student is studying as part of a GCSE or A level subject

· the student’s attendance using the standard codes (set out in the cover of the register)

The registers should be left on site at all times, unless these are required by the Music Service for checking.  

At the end of the term [NAME, e.g. Head of Music] checks that the registers are complete and signs them.  A copy is then provided to the Music Service and to the tutor.  The remaining copy is retained within the school.

The tutors’ timesheets are submitted directly to the Music Service for payment by the individual tutors so that their salary is not unduly delayed.  As the timesheets are not authorised in advance by the school, a monthly report is received from the Music Service reflecting the number of hours claimed.

On a monthly basis the school receives a report from the Herts Music Service reflecting the number of hours claimed by each tutor for the previous month.  This report is checked by [NAME, e.g. Head of Music] to the registers for accuracy.  Any queries are taken back to the Music Service.

The checked reports are filed by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] until the termly invoice is received (see above).  At this point, the checked returns are attached to the invoices received from the Music Service.

16.4
Music Fees / Student Billing

Charges are made to students for music lessons in line with the rates recommended by Herts County Music Service.  Current charges are £x for a 20-minute individual lesson and £y for a 30-minute lesson.  The charge made by the Music Service to the school is greater than this as it is expected that the cost of lessons be subsidised from the school’s delegated budget.  Charges are reviewed [FREQUENCY, e.g. annually in September] and approved by the Governing Body, as reflected in the minutes of their meetings.

Invoices are raised by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] directly from the information reflected in the individual music register at the end of the term prior to that in which the tuition is due to take place.

FMS6 schools

The invoices are raised directly through the school’s accounting package, thus a log of all invoices raised is maintained within the accounting records.

Keys schools

The invoices are raised using pre-numbered, duplicated invoicing stationery.  A summary record is maintained in Excel that identifies the name of each student, the amount invoiced and the date and amount of receipt.

16.5
Pupils Entitled to Remission of Fees

Parents in receipt of certain benefits may apply to the Herts County Music Service for remission of fees.  Where remission has been granted the school is notified through the Local Authority Solero system.  At the start of the Autumn term [NAME, e.g. Finance Manager, Bursar, Secretary, etc] checks Solero each week to determine who has been awarded remission of fees.  This is completed until all expected authorisations have been received and is also undertaken for any new starters to music tuition during the course of the year.

At the end of each term, the Herts Music Service requests confirmation that the students granted remission of fees have actually attended lessons for the duration specified.  [NAME, e.g. Head of Music] compares the list provided by the Music Service to the registers held and confirms the details or annotates it with any changes.  This form is then signed by [NAME, e.g. Headteacher] and returned to the Music Service.  [NAME, e.g. Finance Manager, Bursar, Secretary, etc] checks the monthly direct debit reports to ensure that the money is refunded and that the amount received corresponds with that expected.

16.6
Pupils Studying for GCSE or ‘A’ Level Examinations

Students studying GCSE music are entitled to receive 20 minutes individual tuition free of charge, subsidised from the school budget.  Students studying A level music are entitled to receive 30 minutes individual tuition free of charge, subsidised from the school budget.  Students wishing to have longer lessons will be charged for the difference.  (NB where a student would normally be entitled to remission of fees, but is studying for an examination and entitled to receive 20/30 free tuition from the school, the Herts Music Service will not subsidise any additional time requested by the student.  Therefore, an additional charge will need to be levied on the student unless the school considers that this additional cost may be written off.  In such cases the decision to write of the remaining balance should be formally recorded and authorised in accordance with the school’s debt recovery procedure.)

16.7
Income Procedures
[NAME, e.g. Finance Manager, Bursar, secretary, etc] is responsible for collecting music income received by the school.  The amounts are agreed as correct and recorded on the manual list / computerised system.

Outstanding income is chased in accordance with the schools ‘Outstanding Income’ policy, (please refer to the income section  of this manual).
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17.1
Letting Applications
Enquiries for the hire of the school premises are directed in the first instance to the school office.  At the start of each hire period the hirer is asked to complete a formal application form (LT01), setting out the facilities that they wish to use, the time that they wish to attend and the proposed dates on which they wish to use the facilities.  For on-going lettings, a new application form is required at the start of each financial year.  The application forms are forwarded to the [NAME, e.g. Caretaker] who ensures that the facilities and dates are available.

All applications to hire the premises are approved and signed by the [NAME, e.g. Headteacher] and in accordance with the delegation given by the Governing Body (refer to Appendix B to Section 1).  The application form is then passed to the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] for retention.

17.2
Insurance

Prior to the first session of any hire period, the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] will ensure that the hirer holds their own public liability insurance with a minimum value of £5,000,000.  A copy of the insurance certificate must be obtained and passed to the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] for retention.  If the hirer does not hold their own insurance, a charge will be made to include them in the school’s cover, taken out through the Insurance Section at County Hall.  This charge will be 5% of the per session cost, or £1.00, whichever is the greater.  These charges are held separately within the school’s accounting package and paid over to the Local Authority as the premium in the following academic year.

17.3
Diary

The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] maintains a diary of all hirings and school use of the premises.  This is annotated to reflect any issues that may arise, e.g. failure to turn up, cancellation and the reason why.  The diary is referred to when raising invoices or dealing with queries raised by the hirer.

17.4
Deposits

‘One-off’ hirers are requested to pay a 10% deposit that is returnable after the event, providing that there is no damage or undue cleaning is required.  Deposits will be cashed in advance of the hire and returned within one week of the hire taking place.

17.5
VAT

Where the hire involves the use of the school sports hall or sporting facilities, consideration must be given to the potential for VAT, as set out in the Local Authority ‘Property Matters’ guide and Section 12 of the ‘Financial Handbook for Schools’.  Where it is not clear whether the hirer is a club, the Local Authority  questionnaire will be used to determine whether VAT is chargeable.  (Please refer to Appendix C to this section of the financial procedures manual.)

The hire of equipment and some other specialist areas of the school may also be subject to VAT.  In these instances, the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] will either consult the VAT guidance published on thegrid or the taxation advisers at County Hall.

17.6
Invoicing

Invoices for casual hires are raised two weeks prior to the event taking place and full payment is expected 48 hours before the date of the hire.  Failure to make payment will result in the hiring being cancelled and the deposit forfeited.

For regular hirings, invoices will be raised by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] half-termly in advance through the accounting system, even though agreement may be made to settle these monthly in arrears.  This will enable all invoices for a financial year to be raised prior to the year-end in question and all outstanding income to be identified for the accruals in the year-end accounts.

All income received is collected through the Finance Office and recorded in the accounting package by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  Receipts are issued for all income received.  All income received must be paid into the school budget share account.

On a monthly basis the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] extracts a debtor report from the accounting package and reviews all invoices over 30 days old.  Statements are issued to the outstanding hirers requesting payment and details of all chasing letters and responses retained on file.  (Please refer to the school’s policy regarding the chasing of outstanding income in Section B.)  The report, along with any required explanations, is provided to the [NAME, e.g. Headteacher, Finance Manager, Bursar, Secretary, etc] for monitoring and further action as required.

ABC School provides classroom facilities for community language classes under the Local Authority free lets.  Reimbursement for the use of the school’s facilities is claimed from the Local Authority by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] at the end of each term using the rates published by the Local Authority.  [NAME, e.g. Finance Manager, Bursar, Secretary, etc] monitors the monthly direct debit transactions from the Local Authority to ensure that this income is received.

‘ABC’ School

LETTING POLICY

	Date of issue:
	

	Last updated:
	

	Date of Governing Body approval:
	

	Signed 
	

	
	Chair of Finance


Governor Responsibilities

The Law states that governors control the use of the school premises outside normal school hours, but they must comply with any directions given by the Local Authority.

The Local Authority has a legal requirement placed on them to provide accommodation for certain bodies, i.e. community language classes, as outlined in Section P of the HCC Property Matters guide.
The Local Authority controls the use of (community) school premises during normal school hours, but the day-to-day management is the responsibility of the Headteacher.  If there is a surplus of accommodation during the normal school day then the Headteacher can let those facilities on a normal letting basis (i.e. governors cannot enter into a lease or tenancy agreement).
The governors of ABC School are keen to promote the Local Authority policy in encouraging the community use of school buildings and facilities.
Daily control of school lettings is the responsibility of the Headteacher (and his/her staff), who is authorised to negotiate fees within the limits determined by the Governing Body.

The [Name, e.g. Finance Manager, Bursar, Secretary, etc] is responsible for maintaining records for each organisation / individual hiring ABC School premises.

Charging Rates

The governors determine their own charges for all lets outside the Free Letting Scheme taking into consideration basic running costs, e.g. heating, caretaking and cleaning, etc.  These rates are reviewed by the Finance Committee on an annual basis, usually as part of the budget setting process, and the new rates approved through the Governing Body as recorded in their minutes.  The new rates are normally implemented from the start of each academic year. 

The school is expected to apply the governor approved rates for all hirers to the school.  However, to promote community use, [NAME, e.g. Headteacher] may use their discretion to give a 10% discount to certain hirers.  This must be discussed with the Headteacher prior to agreement and details recorded with the hirers records.
Hire charges must be fully paid in advance of each session of hire
Hire Charge Rates for 2006/07

Facility





06/07


07/08
Main Hall




First Hour





£x


£y
Additional Hours




£x


£y
Dining Room 

First Hour





£x


£y
Additional Hours




£x


£y
Kitchen

Beverage Service 




£x


£y
Meal Service





£x


£y
Use of Facilities 

Gym (inc showers)

First Hour





£x


£y



Additional Hours




£x


£y
Classrooms

Specialist Rooms

(e.g. art, cookery, tech)

First Hour





£x


£y
Additional Hours




£x


£y
General Classrooms 

First Hour





£x


£y
Additional Hours




£x


£y
Tennis Courts (6 available)

Per Court per hour




£x


£y
Playing Field (inc pitches)

Per Hour





£x


£y
Changing Room

Per Hour





£x


£y
Letting fees for block bookings will be negotiated.
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LETTINGS INDEMNITY FORM
INSURANCE COVER – to comply with the conditions of the hiring agreement.

Please complete where applicable:

*
I maintain a Public Liability Insurance Policy and have provided the school with a copy of the current insurance certificate.

* 
I wish to be covered by ABC School’s Public Liability Hirers Insurance Policy during the period of hire and agree to pay the premium cost of 5% of the hire with the hire charge.

*
I understand that there is an excess payable by me of £150 relating to each and every claim for loss or damage to ABC School’s property arising from my hire of the premises

*
I hereby undertake that in the event of claims arising during my hire of ABC school’s premises I shall not admit liability to the claimant but immediately forward such claims with a brief report on the incident to the [NAME], ABC School, 

Signature ________________________________   Date __________________

DECLARATION - Please read before signing:

Any licenses necessary and the Theatres Act 1968 and the Cinematograph Acts 1909 and 1952 have been or will be observed and any requirements of the Licensing Justices, where necessary, have been or will be met. I agree to pay the charges due as required and hereby certify that the premises and grounds will be used only for the purpose stated:

Signature :………………………………………..   Date: ……………………………

NAME (BLOCK CAPITALS)

 Mr/Mrs/Miss ……………………………………………………….

For School Use Only:

It is confirmed that the accommodation required is available for the time and date(s) requested. 

Signature: ………………………………………..    Date: ………………………………
ABC School
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CLUBS & ASSOCIATIONS

(Or an Organisation representing affiliated clubs or constituent associations e.g. local league)

Declaration of Eligibility for VAT Exemption in respect of a Series of Sessions

Note all references to Clubs should be taken to apply to Associations and organisations representing affiliated clubs or constituent associations.

I hereby declare that I represent the following club:-

…………………………………………………………………………………………

And that to the best of my knowledge, the following statements characterise the set up of the club:-

· The Club is an organisation of persons (more than one) with an identifiable membership.

· The membership is bound together for a common purpose by an identifiable Constitution or Rules (these may be written or oral).

Signed.................................................................................................................

Print Name..................................................................................................................

Date……………………………………………………………………………………
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18.1
Floats

ABC School operates a one / two petty cash float(s), e.g. one for the school budget share account and one for the private account.  These are administered by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  A small float is also held in the [unit, e.g. nursery] that is administered by the [NAME, e.g. Nursery Nurse].

Maximum float levels:

School Budget Share Account


£x

Private (Fund) Account



£y

Nursery





£z
The petty cash box and nursery float is kept securely locked in the safe when not in use.  Cash holdings are kept to a minimum and in accordance with the level set by the Governing Body (as stated in the Schedule of Financial Delegation) and insurance for the holding facility.

18.2
Expenditure
Petty cash is paid for claims up to £x.  Amounts over £x are paid by cheque, unless specific authorisation is given by [NAME, e.g. Headteacher].  Both must be supported by a payment request and by receipts.  When payment is being made to a member of staff to reimburse expenses or to refund cash purchases, the authority of the Budget Holder is also required.  Any repayment requested by a Budget Holder, to themselves, must be countersigned by their line manager.  Payments should not made for transactions with regular suppliers, unless extenuating circumstances prevail.

Requests for payment to a third party should be made using the standard proforma set out in Appendix A to section 9 relating to expenditure.  Claims for reimbursement should be made using the format at Appendix A to this section of the manual.
18.3
Cash Advances

Where a cash advance is provided, there must be a request authorised by the Budget Holder and the sum requested must be within their ordering limits. The recipient of the cash must sign when taking the cash and receipts must be given to the accounts department as soon as the purchase is made. If change is returned the petty cash payment slip must be amended to indicate the correct amount taken.
If a Budget Holder signs for cash from their own budget, the corresponding expenditure must be authorised by their line manager.

18.4
Income

When the cash in hand falls below £x (£y in the case of the private account) the account will be topped up by [NAME, e.g. Finance Manager, Bursar, Secretary, etc].  Only cash drawn from the school account will be used for petty cash purposes.  All other cash received will be paid into the appropriate account.  Personal cheques will not be cashed from petty cash.

18.5
Reconciliation

The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] ensures that relevant entries are made on the accounting system at least monthly to keep ABC School’s records up to date. At the end of each month, the balance in the petty cash account is reconciled to the physical cash held. The [NAME, e.g. Headteacher] reviews these reconciliations at the same time as reviewing bank reconciliations.
The [NAME, e.g. Headteacher, Finance Manager, Bursar, Secretary, etc] will monitor the turnover on the petty cash facility at least annually to ensure that it remains at a reasonable level.

	STAFF PETTY CASH REIMBURSEMENT CLAIM

	
	

	
	Date:
	
	

	
	

	Request from:
	
	

	
	

	Please raise payment as follows

	
	

	Amount to be drawn:
	
	

	
	

	Account to be drawn from:
	SBS

Fund 

Nursery float
	

	
	

	Cash required by:
	
	

	
	

	Purpose of the cash:
	
	

	
	

	Supporting documents with VAT registration number (where applicable) should be attached.

	
	

	I declare that the expenses claimed by me were incurred in the course of my normal school business.

	
	

	Claimant’s signature:
	
	

	
	

	Headteacher / authorised signatory:
	
	

	
	

	Date:
	
	

	
	

	Received:
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19.1
Account Details

ABC School holds one private account as detailed in banking section of this manual.  ABC School currently banks with NatWest under the terms agreed through the Local Authority.  However, the governors are aware that this account is separate from the public funds and could be deposited elsewhere.  The Governing Body, on a periodic basis, reviews the banking arrangements.

19.2
Account Maintenance

The school’s Private (Fund) Account is administered by [NAME, e.g. Finance Manager, Bursar, Secretary, etc] on a [FREQUENCY e.g. monthly] basis using a manual ledger / Keys / FMS6 / other software package.  The same standard of stewardship and authorisation procedures s exercised over the money held in this account as is required for other public funds (please refer to the appropriate sections of this financial procedures manual for the payment of invoices, income collection, petty cash, bank reconciliations, etc).

Purchases of hospitality items, flowers, gifts and refreshments are occasionally made from the Private (Fund) Account, for which a specific collection is not always made. These transactions are recorded under a separate ‘hospitality’ heading within the account which is specifically reviewed by governors on a [FREQUENCY, e.g. annual] basis.  The governors of ABC School are aware that under certain circumstances, this type of expenditure may be seen as a taxable benefit and be liable to tax deductions.  The Governing Body has agreed a policy on the use of the Fund Account for this type of activity, which ensures compliance with HMRC requirements.

At the end of the financial year [NAME, e.g. Finance Manager, Bursar, Secretary, etc] nets off the balances each under each of the headings within the account by deducting the expenditure from the income total.  The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] then reviews the headings and the balances reflected under them to determine whether they need to be brought forward into the new financial year or whether they should be written off, e.g. any fund raising collected will be carried over until it has been spent in full, however any balance on a completed non-educational trip can be written off (i.e. transferred to / from the miscellaneous column).

19.3
Reporting to Governors

The funds held in, and the transactions operated through, the Private (Fund) Account are the responsibility of the Governing Body.  In order for its members to ensure that the account has been appropriately used, a termly report is submitted to the members of the Finance Committee for review (as reflected in Appendix A).  This highlights each of the headings operated within the account, the turnover, the current balance and any comments / notes required.

19.4
Audit / Scrutiny Arrangements

The school has not opted to have this account privately audited and, therefore, uses the Local Authority Internal Audit service to provide this coverage.  In compliance with the Local Authority Financial Regulations, for all private, voluntary or trading organisation accounts controlled by the Governing Body, the school completes a simple Annual Return summarising:

· the income received and expenditure incurred during the financial year

· the opening and closing balances

· an analysis of income sources which may affect the VAT threshold, where requested
The return is prepared by [NAME, e.g. Finance Manager, Bursar, Secretary, etc], before being checked and signed by the Headteacher and Chair of Governors.

PRIVATE (FUND) ACCOUNT REPORT TO GOVERNORS FOR THE PERIOD
TO

	Category
	Balance b/fwd
	Income in year
	Expenditure in year
	Net Balance
	Comments
	Balance c/fwd
	Comments

	Charity
	10.00
	200.00
	160.00
	50.00
	£10.00 late collection for last year’s charity week, paid over in April.

£160.00 collected and paid over for red nose day.

£50.00 collected for this year’s charity week
	50.00
	Cheque to be raised to the school’s nominated charity – Cancer Research

	Nursery
	£56.25
	£125.25
	£98.95
	£82.55
	From voluntary contributions 50p per week, used for snacks / cooking / consumables etc..
	£82.55
	Nursery Pot is continuous to spend as required.

	Misc.
	£470.64
	£659.00
	£450.00
	£679.64
	Transactions include 1 x off payments e.g. Donation to Gen A/c £25.
	£518.83
	All balances input to 'kitty' except where relevant.

	Bank Interest / Charges
	
	£64.26
	£35.12
	£29.14
	Small profit from interest received on deposits.
	
	 

	Trips
	-£35.00
	£1,589.95
	£1,825.00
	-£270.05
	Deficit from not all pupils meeting voluntary contributions requested.
	
	 

	Photos
	
	£352.00
	£326.00
	£26.00
	Commission received from photos
	
	 

	Uniform
	
	£876.45
	£951.35
	-£74.90
	In deficit but balance of stock held equivalent to £234.00. Therefore overall profit of £234.00-£74.90=£159.10
	
	Nil balance c/fwd as stock value (£s balance) noted on Stock records

	Staff& Hospitality
	£100.00
	£75.00
	£147.65
	£27.35
	Used for small ‘thank you’ / flowers / Gov refreshments etc as agreed with Govs re Minutes dated 4/7/07
	£27.35
	 

	Total


	£710.89
	£3961.91
	£3994.07
	£678.73
	
	£678.73*
	


Reconciled bank position = £x * these two figures should agree
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20.1
Inventory Record

The Governing Body of ABC School is responsible for the safe custody of stocks, stores, cash and valuables at the school and in transit.  Private property held by the school on behalf of individuals is safeguarded.

The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] is responsible for the maintenance of an inventory for all assets with a value over £x held, although items below this value may sometimes be included.  The inventory records all assets for which the school has a responsibility, not just those items that it has purchased, e.g. donations, loans, leases, etc.  The inventory is contained in spreadsheet format (Excel) as reflected in Appendix A and in accordance with the guidance provided by Internal Audit.  A separate sheet / section is used for each room or block within the school.  The register is backed-up to disc with a copy held in the school safe and a second copy taken offsite by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc].

All portable equipment belonging to the school is security marked with the school’s postcode by the [NAME, e.g. Caretaker, Finance Manager, Bursar, Secretary, etc].

20.2
Addition of Items

Most items are identified for inclusion in the inventory at the time that payment is made.  As staff are requested to authorise invoices for payment they are also required to complete an inventory slip (refer to Appendix B).  This information is passed to [NAME, e.g. Finance Manager, Bursar, Secretary, etc] so that the inventory can be updated.  New additions to the inventory are recorded on a termly basis.

As far as is practical, when not in use, assets are stored securely that reflect the level of risk attached to potential theft or damage, e.g. the school camera and mobile phone is locked away out of site.

Wherever possible, all moveable property is securely marked and the school displays warning signs to this effect.

20.3
Removal of Items

Assets may only be disposed of with the prior approval of the Headteacher, up to the value of £500 or the Finance Committee for items in excess of this amount (please refer to the Schedule of Financial Delegation set out in Appendix B to Section 1).  All disposals are reported back to the Finance Committee at their next meeting.  The reason and method of disposal is recorded in the inventory (the entry should not be completely removed from the record at the time that the item is actually disposed of).  

Where an item is made available for resale, the school’s disposal policy (refer to Appendix C to this section) is adhered to and all income received is paid into the School Budget Share account and considered for VAT, which is declared in the school’s accounts.  Disposals above the value agreed by the Governing Body are subject to competitive quotations.

All disposals are included in the inventory stating: authority, reason and method of disposal and, if applicable, sale proceeds.

20.4
Inventory Checks

On an annual basis, either

· a copy of the inventory is taken from the system and is compared to the actual equipment held by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc].

Or, alternatively

· [NAME, e.g. Finance Manager, Bursar, Secretary, etc] is responsible for selecting a random / prioritised sample of listed assets each term to confirm the existence, condition and location of the items selected.  

The copy of the inventory is annotated with any queries or changes so that the main record can be updated.  Any discrepancies are noted and brought to the attention of the Headteacher.  All discrepancies are investigated and, where the value exceeds £x (as stated in the school’s Schedule of Financial Delegation) the members of the Finance Committee are also notified.  

A separate record is maintained that reflects the date that the check was undertaken and the signature of the person undertaking it.  This record is retained securely, e.g. in the safe.

20.5
Items Removed from School
All equipment taken off site must be initially agreed with the Headteacher and formally recorded in the loans record that is retained within the main office, e.g. computers, cameras, mobile phones, etc. Individuals should signed to acknowledge personal responsibility for items in the possession and must not hand them on to other staff without first obtaining permission to do so and formally recording the transfer.  The new ‘custodian’ must sign to accept responsibility.  Items should be logged back in once they are no longer required.  For the mobile phone and cameras, separate log sheets are held within the main record.  Where assets are removed from the premises, the insurance of the asset must be maintained, and if necessary the members of staff borrowing the item should arrange independent cover. The insurance must cover the transporting of the asset to and from home, as well as the time in their home.
INVENTORY OF EQUIPMENT

	Location (Department or Room)
	


	No
	Date of Acquisition
	Source of Funding / Supplier
	Description of item
	Qty
	Identity or Serial Number
	Purchase Price
	Disposal

	
	
	
	
	
	
	
	Date
	Method and Price Obtained
	Authorisation

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	

	10
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	ABC SCHOOL INVENTORY ADDITION FORM



	

	Department


	
	

	

	Details of the asset:
	

	
	Description


	
	

	
	Serial number


	
	

	
	Supplier


	
	

	
	Net Cost


	
	

	
	Date of purchase


	
	

	

	Inventory Updated:
	

	
	By


	
	

	
	Date
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SUGGESTED DISPOSALS POLICY

The Governing Body of ABC School shall ensure that there are adequate arrangements to ensure that the inventory is accurate and up to date.

Write offs and disposals of stocks and equipment

· The Governing Body should authorise all write offs and disposals of surplus stocks and equipment with a value above £500.

· All items for disposal above £x should be subject to competitive quotation.

· Items for which the school is funded through the budget share may be sold, where these are considered surplus to educational needs and where disposal does not interfere with the efficient running of the school.

Any such disposal should be made at the best obtainable price and the funds should be deposited in the school’s School Budget Share account.

Any property that was acquired at cost, net of VAT, is liable to a VAT charge on the proceeds from its sale/disposal, (no matter how small or how long after the original purchase).

· Reasonable steps should be taken to ensure the best return on items sold off, or if given away, that all persons interested in the item have an opportunity to express their interest (e.g. by advertising items for sale publicly).

· The disposal of equipment should be recorded, with reason for disposal, who has authority to declare the item disposable, the method of disposal and, where appropriate, sale proceeds.

· Thefts should be reported to the Headteacher and Internal Audit and, where appropriate, the Insurance Office and the Police.
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21.1
Security of Cash and Other Assets
All income due to the school is collected through the main office.  Records are maintained of the source of the income, the date received and is cross-referenced to banking.  

Banking undertaken by the school
Income received is paid into the appropriate account (School Budget Share or Private Fund) on a weekly basis by the [NAME, e.g. Finance Manager, Bursar, Secretary, etc] and escorted by [NAME, e.g. Caretaker].  Between bankings, the income received is retained within the school safe.

Cash collection service
The school uses [NAME, e.g. Securicor] to undertake the banking of income for the school.  Income received is collected and paid into the appropriate account (School Budget Share or Private Fund) on a [FREQUENCY, e.g. weekly] basis

*****

The school has one safe facility with a cash limit of [£AMOUNT].  Keys to the school safe are held by [NAME and NAME, e.g. Headteacher and Finance Manager].  All keys to the safe and other secure areas are removed from the school site out of school hours.  The finance office door is always locked when not attended.

School property will be security / identify marked by [NAME, e.g. Caretaker] wherever possible using the Local authority standard marking system Selecta Mark.  Valuable / attractive items will be stored securely wherever practical.  Staff are responsible for school property in their custody.  

21.2
Key Holders

The management of school keys is undertaken by [NAME, e.g. Caretaker].  All staff who hold a school key (external / internal, safe, other secure areas, etc) have to sign the key log which is held [LOCATION e.g. within the school safe] (refer to Appendix A).  Where keys are no longer required, they must be passed back to [NAME, e.g. Caretaker] and the signing out sheet completed to reflect their return.

21.3
Key Cutting / Replacement
Where additional keys are required, a formal request should be made to [NAME, e.g. Headteacher] (refer to Appendix B).  Where permission is granted [NAME, e.g. Caretaker] will be asked to arrange for the new keys and a formal record will be made within the key log.  Under no circumstances should staff cut their own keys or pass their keys on to other individuals.
All members of staff are required to report the loss of a key immediately to [NAME, e.g. Headteacher] where an assessment will be undertaken to determine:

· the circumstances of the loss and the likelihood of the key being used improperly

· the need for the lock or lock mechanism to  e changed, based oneth circumstances of the loss and the key’s level of security

21.4
Computer Systems

IT systems are used to process and record financial, student, personal and other management data efficiently.  It is therefore important that such information is properly protected and backed up with access restricted only to authorised users.  ABC school uses the Keys / FMS6 package provided through the local authority.
· Data Protection

The school and governors have a current valid Data Protection Act 1998 registration that has to be renewed on an annual basis. The school’s registration expires in [MONTH] and is the responsibility of [NAME, e.g. Systems Manager] to ensure continuous renewal.  The [NAME, e.g. Systems Manager] ensures that computers and systems comply with the Act.
· IT System Back-up Procedures

Daily back-up tapes are made on each server by [NAME, e.g. Systems Manager] and taken off-site by the [NAME, e.g. Systems Manager].  Weekly back-up tapes are made and stored off-site by the [NAME, e.g. Systems Manager].  End of year back-up taken before year-end closure and kept for 6 years.  A copy of each back-ups are  tape is also retained in the school safe.

A copy of the financial information is also taken by the local authority FSS adviser at 

each visit.
· Access Rights

Only authorised staff have access to computer hardware and software used for school management.  The [NAME, e.g. system manager] sets access rights at the appropriate level for each member of staff.  Passwords are not disclosed and staff are advised to change them regularly (at least every 6 months).  

A
Details of the passwords for the finance package are recorded and held in a sealed envelope within the school safe in case of emergency.  This envelope is signed and dated across the seal by the operator and the Headteacher.

OR

B
Access to the finance package is restricted to the FSS adviser from the local authority.  In the event of a query, the FSS Helpline should be contacted on 01992 555713/555753. 
· Software

Only authorised software is used in school to prevent viruses being imported.  Anti-virus software is installed on computers used for school management.

The school has a disaster recovery plan in the event of loss of accounting facilities or financial data.  (Please also refer to the disaster recovery file located in the Headteacher’s office.)
Computer Systems Disaster Recovery Plan

The school has a disaster recovery plan in the event of loss of accounting facilities or financial data.


[image: image5]
Custody and smooth‑running of the accounting system and records is the responsibility of the [NAME, e.g. Finance Manager, Bursar, Secretary, etc]. The [NAME, e.g. Finance Manager, Bursar, Secretary, etc] ensures that all staff, particularly finance staff, and budget holders are familiar with the procedures. Staff training takes place as necessary.

Access to computer records is restricted at the following user levels:

Headteacher
Complete access to all records

Secretary / Bursar
Restricted access to finance modules only

Finance Assistant
Restricted access to finance modules only

Other Administration Staff
Access to relevant modules only (e.g. timetables, pupil records etc.)

Budget Holders
No access. All queries are resolved by the procedures outlined herein. 
21.5
Retention and Disposal of Accounting Records

All accounting records are retained securely to safeguard documents against loss, destruction or unauthorized alteration.  All personnel files and payroll information is locked away [LOCATION, e.g. within the Headteacher’s office].  Bank statements, budget information and secured stationery (e.g. receipt books, pre numbered invoice books, pre numbered order books, etc) are locked away [LOCATION, e.g. within the 

main office].  Cheque books and paying-in books are retained within the safe.

The reasons for the retention of finance related documents are two fold:- 

a) To comply with the statutes of limitation.

b)  To allow inspection by auditors either internal or external and HM Customs and Revenue, who may need to investigate records going back some years

Records are retained for the appropriate number of years (as set out in Appendix C to this manual and Section 4 of the LA Financial Handbook for Schools).  Care is taken to dispose of documents containing sensitive data appropriately, usually by incineration.

Due care must be exercised on the disposal of these documents since they can contain information of a sensitive nature.
The accounts department has a number of forms for use as appropriate. 

Form name


Form use




 Pre-numbered










         
         Y/N

Purchase Order

To order goods or services



N

Expenses Claim 

Claiming expenses




N

Petty Cash Receipt

Recording cash paid into petty cash

Y

Petty Cash Payment
Recording expenses paid cash or cash floats
Y

Goods Received Note
Confirm receipt of a good or service

N

Document Header

For the processing of an invoice


N

Cash Request

To request cash 




N

Pro-forma Invoice

To request a cheque other than for an invoice
N

Interdepartmental Trf.
To transfer funds between departments

N

21.6
Premises Security

Site management is the responsibility of the Headteacher and Site Manager/Caretaker. On a day to day basis this is the responsibility of the [Name, e.g. Caretaker].

KEY HOLDERS LIST

	NAME
	JOB TITLE
	INTERNAL DEPARTMENT KEYS
	EXTERNAL DOOR KEYS
	COMPUTER SUITE
	SAFE AND CASH STORAGE
	CHEMICAL STORE

	Example


	Headteacher
	Master
	Master
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KEY CUTTING REQUEST FORM

	Request From


	

	Date


	

	Key Required


	

	Reason


	

	Authorisation


	Headteacher

	Date


	


All keys cutting must be authorised by [NAME] – as indicated in paragraph 17.3
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22.1
Insurance Cover
ABC School is aware that it has delegated responsibility for ensuring suitable cover for a number of standard insurance policies (material damage, public liability, employers’ liability, officials’ indemnity, libel and slander, personal accident, engineering, fidelity guarantee, money and motor contingent liability).  This is reviewed by governors [FREQUENCY, e.g. annually] to ensure that adequate cover is held.

In addition to the above, the school acknowledges that it has responsibility for a number of optional extensions (balance of risks building and contents, motor, third party hirers, parent teacher associates, school journeys, sickness supply cover and personal accident – pupils)

As part of the school’s best value review, governors [FREQUENCY, e.g. annually] consider the various options for obtaining appropriate cover:

1. Buy back the standard insurance cover obtainable from the Local Authority’s insurance scheme, plus any optional extensions required,

2. Buy back the standard insurance cover obtainable from the Local Authority’s insurance scheme and arrange optional extensions elsewhere,

3. Arrange the entire insurance package elsewhere. 

The school is aware that if it chooses to purchase its standard cover outside of the Local Authority, it would not be able to purchase the optional extensions from the Local Authority.

In deciding which insurance scheme to use, the governors consider the following information:

· the standard and rating of the company

· the overall cost

· the coverage, which must be at least equal to that provided by the Local Authority

· excesses due in the event of a claim

· the support available, if required

ABC School acknowledges that the Local Authority (or the diocesan authority or trustees) remain the property owners in schools. So in the event of legal action for negligence it is not necessarily the school that is sued but the Local Authority (or possibly the diocesan authority), as the corporate body.  Under the provisions of fair funding, the school is aware that any insurance purchased as individual arrangements must be adequate to meet potential liabilities.

22.2
Policies Held

ABC School uses the standard policies available through the Local Authority.  [ABC School has also taken out optional extensions for motor (to cover the school’s minibus), third party hirers (for school lettings), school journeys and sickness supply (for both teaching and support staff).]  A full list of the policies held is held in the finance office.  

No governors or members of staff of ABC School will give any indemnity to a third party without the written consent of the insurer.

22.3
Employees Use of their Vehicles on School Business

All members of staff using their own car for school business are reminded of the need to ensure that they hold their own personal insurance.

22.4
Changes to Risk Exposure and Insurance Cover Requirements 

The [NAME] notifies the insurers of all new risks, property, equipment and vehicles, which require insurance or alterations affecting existing insurance cover as appropriate.

22.5
Claims

[NAME, e.g. Headteacher] will immediately inform the insurers and local authority of all accidents, losses and other incidents, which may give rise to an insurance claim.

Claims under the insurance policy are authorised by the [NAME] prior to its submission to the insurance company.

This section is not currently available.
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1 - SUGGESTED CONTENT FOR A GOVERNOR INDUCTION PACK
Information recommended in the ‘Hertfordshire Governor’s Handbook and Planner’ as issued by the Herts Governance Unit:
· Instrument of Government

· Details of all governors

· Details of committees, terms of reference and membership

· Calendar of meetings and school events (including holidays and INSET days)

· Staffing structure/staff list

· Prospectus/school profile

· School Development/Improvement Plan

· Summary of the last Ofsted report (if undertaken in the last 18 months)

· Governing Body visits policy

· Minutes of the last 2 Governing Body meetings

· School budget*

· Governors Guide to the Law

· Schedule of dates for planned governor/committee meetings

Other useful documents:

· DCSF Financial Management Standard*

· Schedule of Financial Delegation*

· LA Scheme for Financing Schools and Financial Regulations

· Handbook of Financial Regulations for Schools*

· Details of financial management training provided by (CSF) FSS*

· HCC whistle blowing policy

· Details of desirable governor competencies

· Medium Term Financial Plan*

· Register of Pecuniary Interests form

· Contact details for the Clerk

· Committee ‘program of business’ for the term / year – where available

· List of school policies

· Minutes of the last meeting from each committee

· Plan of the school

· Latest audit report and school response*

· Website addresses for: DCSF FMSiS, Governornet, the Grid, etc. 

* expected for any governor serving on the Finance Committee or equivalent

It is suggested that the school should establish that all governors have copies of those documents or know of their existence and how to access them (where not already held). Further, any updates to these documents should either be issued to all at the point that the update is available, or these documents should be reviewed at least annually and reissued to the members of the Governing Body as necessary.  Where governors maintain a training log, it is recommended that they record the induction material that they received.
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2 - Competencies Matrix Provided by the DCSF for Governors with Financial Management Responsibilities

	PROVIDES STRATEGIC LEADERSHIP
	Chair of Governing Body*
	Chair of Finance Committee
	Governor with Finance Role
	
	
	

	Key indicators and typical examples
	
	
	
	
	
	

	Leads the development of strategic plans:

· Has knowledge and understanding of school priorities, aims and objectives and takes a long-term view

· Knows the strategic level that governors should operate at

· Able to articulate strategic priorities and objectives clearly

· Can assimilate the financial implications of school priorities

· Delegates tasks to Headteacher or Bursar providing them with necessary direction, guidance and authority to undertake the task(s)

· Acts with integrity and sets a good example

· Promotes team working between governors and with staff
	
	
	
	
	
	

	Able to identify viable options and select or recommends those most likely to achieve the School’s goals and objectives:

· Able to use information provided by staff in a useful way

· Will take necessary decisions, even if difficult

· Able to develop creative or innovative solutions to problems (e.g. uses lateral thinking – See G6 Glossary)

· Knows how to review the results of techniques for assessing different approaches to the same project (e.g. option appraisal– See S3.2 and G6 Glossary)

· Knows how to focus those matters which are most significant (e.g. the materiality principle – See G6 Glossary)

· Is open to new ideas, consults/listens to stakeholders (See G6 Glossary)

· Willing to work in partnership with outside bodies
	
	
	
	
	
	

	Has a clear understanding of best financial management practice and school performance compared to it:

· Has knowledge of the School’s current financial performance

· Has knowledge of internal control processes (See G6 Glossary)

· Understands and participates in the school’s self-evaluation activities of financial performance/controls

· Co-operates with external inspectors/auditors etc. and initiates appropriate action in response to their findings

· Regularly participates in networking activities and is outward looking rather than internally focused
	
	
	
	
	
	


* These represent examples only, schools should enter the names of the Governors completing the matrix in this row.

	FINANCIAL MANAGEMENT COMPETENCIES
	Governors with Financial Management responsibilities

	ENSURES ACCOUNTABILITY
	Chair of Governing Body
	Chair of Finance Committee
	Governor with finance role
	
	
	

	Key indicators and typical examples
	
	
	
	
	
	

	Understands the LEA and statutory financial requirements for the school

· Understands the financial framework in which the School operates

· Has knowledge of the School’s funding arrangements and funding streams

· Has knowledge of information that can be requested by LEA and Government departments
	
	
	
	
	
	

	Understands and can undertake budget setting and budget monitoring activities

· Understanding of finance and budgeting

· Has numeric and analysis skills

· Understands that resource allocation can affect outcomes and focuses on this rather than just looking at inputs

· Has knowledge of the financial information that should be provided for review regularly

· Able to interpret budget monitoring information in useful way and communicates the interpretation to interested parties
	
	
	
	
	
	


	Understands the importance of communicating the schools performance to stakeholders

· Understands the monitoring returns provided to the LEA and DCSF
· Knows the procedural requirements and timescales for the school and checks they are followed
· Anticipates stakeholder questions and gets answers
· Understands and uses a clear framework in any reporting by governors to parents on school finances 
· Is open and diplomatic when communicating with stakeholders
	
	
	
	
	
	


	FINANCIAL MANAGEMENT COMPETENCIES
	Governors with Financial Management responsibilities

	ACT AS A CRITICAL FRIEND
	Chair of Governing Body
	Chair of Finance Committee
	Governor with finance role
	
	
	

	Key indicators and typical examples
	
	
	
	
	
	

	Has a commitment to the school and the work of the Governing Body:

· Participates in the work of the Governing Body by preparing for meetings, attending meetings, contributing to discussions, taking agreed actions

· Improves knowledge of the school and becomes familiar with it through discussions with Headteacher and staff, reading relevant papers, visiting the school etc.

· Takes part in available financial training and other chances to develop knowledge, skills and understanding

· Helps new governors to understand their financial management role and to make a full contribution

· Declares personal or pecuniary interests as appropriate and avoids using his/her position for personal gain
	
	
	
	
	
	

	Presents information and views clearly and influentially to others:

· Has credibility with partners and colleagues

· Able to influence others and build consensus using the power of argument and clear presentation of the case 

· Uses analytical skills to challenge management constructively and ask probing questions

· Gives and receives constructive feedback

· Understands where to get additional information and advice from

· Seeks to resolve misunderstanding and conflict
	
	
	
	
	
	


3 - MODEL TERMS OF REFERENCE FOR COMMITTEES XE "committees:terms of reference" 
These are offered by the Hertfordshire Governance Unit as suggestions for consideration by the Governing Body.  They should not be adopted as they stand without taking account of the particular needs and circumstances of the school and its Governing Body.

This guidance includes model terms for all committees, not just finance as they may also has financial implications.  In considering the terms for the Finance Committee, the school needs to compare the delegation to this committee set out in the school’s schedule of Finance Delegation.
General

1.
Membership and Chairman
 XE "committees:membership" 

 XE "committees:chairman" 
Unless otherwise specified each committee will consist of a maximum of five governors.  The Chairman of Governors and a specified member of the Senior Management Team will be ex officio members of all committees except the Pupil Discipline, Staff Grievance, and Appeals committees.

All committees are required by the regulations to have a clerk appointed by the Governing Body.

The committee will elect a chair from among the members of the committee.  In the absence of the chair at a meeting the committee will elect any member to act as chair for that meeting.

Committees may invite non-governors to attend, but in a non-voting capacity.

2.
Voting and Quorums XE "committees:quorum" 

 XE "quorum:for committees" 
Only governors and appointed Associate Members can vote.  No vote may be taken at any meeting where Associate Members out-number governors.

Each committee will determine its own quorum which shall be not less than three governors.
3.
Minutes and Meetings XE "committees:minutes" 
Minutes of meetings will record those present, the date and any decisions, action points or recommendations.  Any recommendations must be written in such a way as to offer the Governing Body a clear proposals or alternatives to debate and decide upon.

Minutes will be circulated to all members of the committee and the chairs of other committees as soon as possible after the meeting, and to all governors with the agenda of the next Governor Body meeting.

The committee will meet [FREQUENCY] in advance of each governors’ meeting and at other times as they see fit.

4.
Functions

The committee will consider matters as set out in its terms of reference or as requested by the Governing Body, taking advice as appropriate.

Each committee will recommend the powers that should be delegated to it by the Governing Body.  The Governing Body will modify and approve these powers as it sees fit and the delegated powers will then form part of the terms of reference for that committee.

For committees other than the Finance Committee - any decisions which require a spending commitment over and above agreed budget provision must be referred to the Finance Committee.  The chair should also check before committing expenditure to ensure that there is no change in the financial position.

5.
Procedures and Training

The membership of the committee will be determined at the first meeting of the Governing Body in the autumn term.   Casual vacancies will be filled at the first available governors' meeting.   The terms of reference of the committee will be reviewed at least annually.

The normal procedures and regulations of the Governing Body also apply to its committees.
Members of the committee should take steps to maintain and develop their knowledge and skills, for example by attending appropriate training.

COMMITTEES DEALING WITH PERSONNEL XE "personnel committee:terms of reference for" 
1. To draft and review the school’s Pay Policy, including criteria relating to the use of discretionary elements for pay provisions, and to make recommendations.


2. In consultation with the Finance committee, to determine salary levels for individual posts in accordance with the Pay Policy.


3. To review the performance management policy and monitor its implementation.

4. To liaise with the relevant committee to establish the annual and longer-term salary budgets and other costs relating to personnel, e.g. training.

5. To review the staffing structure whenever as necessary and, and at least annually, in relation to the school improvement plan.

6. To recommend to the Governing Body staff selection procedures, ensuring that they conform with safe recruitment practice, and to review these procedures as necessary.

7. To undertake any formal consultations on personnel matters.

8. To review and recommend for adoption by the Governing Body procedures for dealing with staff discipline and grievances and ensure that the staff are informed of them.

9. Should the need arise, to draft and review, in consultation with staff, criteria for redundancy, for approval of the Governing Body.

10. To liaise closely with the LEA’s Personnel team.
COMMITTEES DEALING WITH PREMISES
 XE "premises committee:terms of reference for" 
1. To provide support and guidance for the Headteacher on all matters relating to the school premises and grounds, security and health and safety.

2. To monitor and revise the premises elements of the Accessibility Plan.


3. To inspect the premises and grounds annually and prepare a report on any issues identified and a proposed order of priorities for maintenance and development for the approval of the Governing Body.
4.
To approve the costs and arrangements for repairs, maintenance and redecoration within he budget allocation and to oversee the preparation and implementation of contracts.

5.
To be aware of the respective responsibilities of the Governing Body and the LA in relation to premises, to ensure that the LA is informed of any matters for which it has responsibility, and to will monitor such issues in order to ensure that appropriate action is taken.

6.
To undertake an annual safety and security audit of the premises and report on same to the Governing Body; and to ensure that the school complies with health and safety regulations.

7.
To report findings of inspections and audits to the Headteacher and liaise with him/her to ensure that action is taken as appropriate.

8.
To seek advice from the LA as appropriate.

9.
To ensure the discharge of governors’ responsibilities regarding litter under the Environmental Protection Act 1990.

10.
To prepare a lettings and charges policy for the approval of the Governing Body and to monitor and evaluate the implementation of that policy.

11.
To consider and make recommendations on risk management and insurance arrangements with regard to vandalism and other premises-related matters.

COMMITTEES DEALING WITH FINANCE
1. To prepare and review financial policy statements.

2.
To provide guidance and assistance to the Headteacher and Governing Body on financial matters.

3.
To prepare longer-term financial plans having regard to roll projection and signals from central government and the LA regarding future years’ budgets.

4.
In consultation with the Headteacher to consider the school’s income and to draft the first formal budget in the financial year for the governing body to consider.
5.
To monitor spending against budget and to ensure that expenditure remains within the prescribed limits.

6.
To monitor expenditure of all voluntary funds held by the school.

7.
To authorise the signing of monitoring reports to the LA.

8.
Where appropriate, to assist the committee dealing with personnel in determining salary levels for individual posts.

9.
To act in accordance with the school’s Schedule of Delegation.

10.
To advise the Governing Body on such matters as

· the budget needed to run the school in accordance with statutory requirements and the school improvement plan

· ensuring that the Governing Body’s financial policy and actions are in accordance with legislation, other statutory requirements and the LA’s Financial Regulations

· prioritising on major items of expenditure

· the purchasing of goods and services in the context of Best Value
· generating additional income.

COMMITTEES DEALING WITH CURRICULUM XE "curriculum committee:terms of reference for" 
1. To advise the Governing Body on the school’s Curriculum Policy and its statutory obligations regarding the curriculum.

2. With the assistance of staff, to monitor and evaluate the delivery of the curriculum.


3. to review, approve and monitor the implementation of policies for curriculum areas, special educational needs, collective worship, race equality and pupil behaviour/discipline.

4. To ensure that the needs of pupils with special educational needs are met.

5. In conjunction with the Headteacher, either to recommend to the Governing Body or to agree statutory targets for pupil attainment. 

6. At least annually to receive a report from the Headteacher on the quality of teaching and the standards of pupil achievement, and to identify any necessary Governing Body actions.

7. After consultation with the Headteacher and staff, to identify priorities for the School improvement Plan and to consider the draft plan for discussion and approval by the Governing Body.

8.
To monitor, at least once a term, progress on implementing the School Improvement Plan.

9.
To review, after consultation with the Headteacher and staff, the school’s policies on pupil welfare, homework and the dress and appearance of pupils, and make any recommendations.
10.
To review and monitor the policy on charging and remissions and the conduct of school journeys and visits and other off-site pupil activity.

STAFF GRIEVANCE COMMITTEE

 XE "staff dismissal committee:terms of reference for" 
Membership: Three governors
Quorum: Three governors
1. To consider matters relating to staff grievances in accordance with agreed procedures, and to make such decisions as fall to it to make under those procedures..


APPEALS COMMITTEE

 XE "dismissal appeal committee:terms of reference for" 
Membership: Three governors 
Quorum: Three governors
1. To hear appeals against decisions of the Staff Grievance Committee about staff grievances, in accordance with agreed procedures.
2.
To hear appears against decisions by the Headteacher in relation to staff discipline and dismissal.

3.
To make any determination or decision under the Governing Body’s Complaints Procedure.
PUPIL DISCIPLINE COMMITTEE

 XE "pupil discipline committee:terms of reference for" 
Membership: Three governors
Quorum: Three governors
1. In accordance with statutory requirements to consider the actions of the Headteacher in excluding a pupil, to consider representations made by parents/carers, and, if appropriate, to determine whether the pupil is to be reinstated.

ADMISSIONS COMMITTEE (AIDED AND FOUNDATION SCHOOLS ONLY)

 XE "admissions committee:terms of reference for" 
Membership: Two governors and the Headteacher
Quorum: Three

1. Annually to review admission criteria, consulting other admission authorities as appropriate, and to make recommendations.
2.
In accordance with the published admission criteria and arrangements, to determine which children should be admitted to the school.
3.
To consider the admissions criteria of other local admission authorities and to take appropriate action.
4 – Job description for Finance Manager, Bursar, etc

This is the suggested job description for a Bursar as provided on the FMSiS website, indicating the possible areas of responsibility that a school may wish to consider.

	JOB DESCRIPTION 
	
	BURSAR AND LEADERSHIP GROUP MEMBER 


	PURPOSE OF JOB

	· To give strategic vision and leadership to all aspects of Budget, Finance and premises.

· To lead, operate, maintain and develop the financial procedures and systems of the school, in co-operation with the Leadership Group and Governors, ensuring that legal and safety requirements with regard to people and property and function of the school are maintained.

· To be responsible for the school site and its buildings, their maintenance, development and efficient use.

· To function as line manager for all associate staff

· Play a central role in the Leadership Group

· Ensuring that the school is fully prepared to meet OFSTED financial criteria.

· To liaise with relevant members of the LA/Council




	Responsible, alongside the Deputy Headteacher and Assistant Headteachers to the Headteacher and through him to Governors



	Responsible For:           All Associate Staff




	DUTIES GENERAL


	1. To lead and advise the Leadership Group on matters relating to premises and finance and Health & Safety.

2. To attend all main Governing Body meetings and assist the Chair for sub-committee for Finance and General Purposes.

3. To take delegated responsibility for premises and financial decisions following appropriate discussions with the Headteacher.

4. To deputise for the Headteacher as required in relevant fields of expertise.

5. To play a significant part in appropriate supervision and education of students.

6. To provide support as relevant to the Headteacher and Deputy Headteacher.




	Health & Safety

1. To formulate, monitor, implement and review the school’s Health & Safety policy including the introduction of all Risk Assessment procedures.

2. To advise all staff as appropriate.

3. To report to Governors on Health & Safety.

4. In co-operation with the Fire Service, the installation and maintenance of equipment for protection against and escape from fire. Keeping records and initiating regular fire practices.



	

	Premises

The Bursar will be responsible for the overall management and maintenance of the buildings, facilities, grounds, fabric and furnishings of the school, working with the Bursar. Specific responsibilities include:

1. Taking the lead on compiling, and implementing, a Premises Development Plan including energy conservation;

2. Through regular contact with the premises staff ensuring the proper maintenance and repair of the school is carried out, and progress monitored.

3. Ensuring the appropriate placing and monitoring of all service contracts including cleaning and catering;

4. Advising on all Health & Safety matters, including measures in the event of emergencies.

5. Appraise projects for the development of the school.

6. To be responsible to the [Name] for the security, maintenance, heating, cleaning and other general site services within the premises.

7. To deal with all external agencies, delivering services to the school and to deal with all aspects of tendering including Compulsory, Competitive tendering.

8. To be responsible for liaison with Community Manager regarding letting of the school premises to outside organizations and school staff, the development of all school facilities for out of school use, with particular reference to the local community.

9. Purchase, repair and maintenance of all furniture, equipment and fittings,

10. To monitor the work of on-site contractors and arrange for estimates for work.

11. To ensure that the best use is made of premises personnel and to be responsible for their allocation of hours and pay claims.

12. To monitor and oversee the quality of work by contractors, caretakers and cleaning staff, reporting to Governors as appropriate.




	Financial
Working with the Headteacher the Bursar will prepare an annual budget for the school to be submitted to the Governing Body and will provide specific expertise in long-term financial management. The Bursar will be responsible specifically for;

1. Ensuring the school has appropriate financial systems and managing all aspects of the school’s financial systems (including voluntary funds such as School Fund) in accordance with these agreed policies and timetable; ensuring accurate financial records are maintained, and reporting on a regular basis to the [Name] and Governors.

2. To ensure that the financial transactions in the school are carried out in an appropriate manner and that the financial regulations of both the LA and the school are observed.

3. Preparation for approval by the governors of annual estimates of income and expenditure.

4. Manage SIMS FMS module giving guidance to other users.

5. To prepare appraisals for particular projects and the development of long term initiatives for the school.

6. To co-operate, initiate and manage audit procedures as necessary.

7. Attend Governing Body Finance and General Purposes Committee meetings and maintain minutes and set agenda.

8. To write bids for funding as required by LA DCSF.

9. Managing the tendering for all service contracts; monitoring all insurance policies, with a view to cost effectiveness; and ensuring that the school maximizes its potential from the LA

10. Submitting capital bids to the LA, monitoring and control of capital expenditure on buildings and grounds, placing of contracts, appointment and monitoring of contractors

11. Promoting the school’s activities and premises with the objective of maximizing letting income, within agreed policies;

12. Supporting staff responsible for delegated budgets with procedures, which enable them to monitor these budgets.

13. Monitor the standard and cost effectiveness of the newly appointed catering contractor within the agreed performance indicators.


	Administration and ICT
The Bursar will be responsible for those aspects of administration of the school, which do not relate to the teaching, supervision and pastoral care of students. Specific responsibilities include;

1. To coordinate planning for the effective provision of ICT resources at the school including hardware / software and the efficient running of the IT Support Team.

2. To manage the efficient and effective running of the general office as one of the school’s main points of public contact, as well as the centre of daily administration.

3. To ensure inventories of equipment and stock are maintained; all statutory and statistical returns are completed as appropriate; the efficient running of the IT administration system.

4. To ensure school transport requirements are met efficiently and effectively, with a view to both cost and safety.

	

	Line Management Responsibilities
The Bursar will be responsible for managing premises and all other associate staff but in the case of MRO, Library, Technology, Science and Art technicians not their interface with curriculum.

1. Managing the staffing operation of the General Office and all administrative/caretaker staff.

2. Motivating and facilitating teamwork and good practice in order to achieve excellent standards of service delivery.

3. Managing Staff Attendance and Leave to ensure a continuous service throughout the year.

4. Overseeing support staff career development including the appraisal scheme and reviewing training requirements.

5. Monitoring the effectiveness of the support staff establishment to meet the needs of the school.

Undertake such duties and work hours as agreed with the Headteacher and carry out duties as may be required from time to time as detailed by the Headteacher



5 - Competencies Matrix Provided by the DCSF for Staff with Financial Management Responsibilities

	PROVIDES STRATEGIC LEADERSHIP & MANAGEMENT
	Head

Teacher
	Finance Officer/
Bursar
	Finance Administrator
	
	
	

	Key indicators and typical examples
	
	
	
	
	
	

	Leads and manages the development of strategic financial plans:

· Takes a long term view of financial management issues

· Has knowledge of, and advises governors on the key trends in education and their financial implications

· Works with governors to develop the school priorities, aims and objectives 

· Knows the role/level that staff should operate

· Able to translate broad aims and priorities into SMART objectives (See G6 Glossary)

· Delegates tasks to best placed person providing them with necessary direction, guidance and authority to undertake he task(s)

· Acts with integrity and set a good example

· Promotes team working between staff and with governors
	
	
	
	
	
	

	Able to research and analyse strategic choices and recommends those most likely to achieve the school’s goals and objectives:

· Able to extract and analyse information in a useful way

· Presents information clearly to others including governors 

· Has an understanding of financial risks and the potential impact

· Uses own experience, networking and lateral thinking (See G6 Glossary) to identify different options (for option appraisal see S3.2 and G6 Glossary)

· Assesses the financial implications of strategic choices facing the school

· Knows how to focus those matters which are most significant (e.g. the materiality principle – See G6 Glossary)

· Is open to new ideas, consults/listens to stakeholders (See G6 Glossary)

· Willing to work in partnership with outside bodies

· Will take necessary decisions, even if difficult
	
	
	
	
	
	

	Has a clear understanding of good financial management practices and the School’s performance compared to it:

· Has knowledge of current financial performance of the school

· Regularly participates in networking activities and is outward looking rather than internally focused

· Has knowledge and understanding of internal control processes

· Understands and participates in the school’s self-evaluation activities of financial performance/controls

· Reviews and undertakes benchmarking activities

· Co-operates with external inspectors/auditors etc. and initiates appropriate action in response to their findings
	
	
	
	
	
	


	FINANCIAL MANAGEMENT COMPETENCIES
	School Staff with Financial Management responsibilities

	ENSURES ACCOUNTABILITY
	Head Teacher
	Finance Officer/
Bursar
	Finance Administrator
	
	
	

	Key indicators and typical examples
	
	
	
	
	
	

	Understands the LA and statutory financial requirements for the school

· Understands the financial framework in which the school operates

· Has knowledge of the school’s funding arrangements and funding streams

· Has knowledge of information that is required by local authority (LA) and Government departments

· Ensures that information is provided in line with timescales and deadlines
	
	
	
	
	
	

	Understands and can undertake budget setting activities

· Understanding of finance and budgeting

· Has numeric skills

· Understands that resource allocation can affect outcomes and focuses on this rather than just looking at inputs

· Pursues income generation opportunities when required

· Understands links between activities of the school and their associated costs
	
	
	
	
	
	

	Understands and can undertake budget monitoring activities

· Has knowledge of the financial information that should be provided for review regularly

· Able to interpret budget monitoring information in useful way

· Communicates budget monitoring information to interested parties and the Governing Body
	
	
	
	
	
	


	Understands the importance of communicating the School’s performance to stakeholders

· Ascertains and provides information to meet governors needs

· Anticipates stakeholder questions and gets answers
· Establishing trusting and inclusive relationships with school staff, the Governing Body and the LA

· Provide financial information that contributes to the annual parents meeting 
· Uses diplomacy when answering difficult questions
	
	
	
	
	
	


	FINANCIAL MANAGEMENT COMPETENCIES
	School Staff with Financial Management responsibilities

	EFFECTIVELY OPERATES FINANCIAL PROCESSES
	Head

teacher 
	Finance officer/
Bursar
	Finance Administrator
	
	
	

	Key indicators and typical examples
	
	
	
	
	
	

	Demonstrates the personal commitment and qualities required for financial management

· Participates in the financial work of the school by preparing for and attending meetings, contributing to discussions and taking agreed actions 

· Takes part in available financial training and other chances to develop knowledge, skills and understanding

· Seeks appropriate professional support and development

· Is systematic in the way that tasks are undertaken

· Takes responsibility for self and work load

· Gives and receives constructive feedback

· Understands where to get additional information and advice from
	
	
	
	
	
	

	Has a clear understanding of the framework of financial control
· Follows good financial practice within statutory, and national requirements

· Follows good financial practice in accordance with local requirements, as set out in financial regulations and procedures 

· Has an understanding of own and others roles and contributions in relation to the financial management structure

· Regularly revise financial planning timetables to take account of changes in deadlines
	
	
	
	
	
	


	FINANCIAL MANAGEMENT COMPETENCIES
	School Staff with Financial Management responsibilities

	EFFECTIVELY OPERATES FINANCIAL PROCESSES cont
	Head

teacher 
	Finance officer/
Bursar
	Finance Administrator
	
	
	

	Key indicators and typical examples
	
	
	
	
	
	

	Controls and monitors financial systems

· Supervises (controls and monitors) the work of other people

· Ensures that operational, procedural and regulatory requirements are met

· Takes action when things are not being done/done properly/done efficiently

· Supervisory (control and monitoring) activity covers:

· Income received 

· Payroll 

· Purchasing

· The banking system

· Petty cash holdings and payments

· Taxation system

· Voluntary funds

· The School’s assets

· The financial management system e.g. SIMS, Sage, Pegasus
	
	
	
	
	
	


	Operates the financial systems

· Follows operational and procedural requirements

· Meets operational and regulatory deadlines

· Operates the school systems for:

· Income received 

· Payroll 

· Purchasing

· The banking system

· Petty cash holdings and payments

· Taxation system

· Voluntary funds

· The School’s assets

· Financial systems e.g. SIMS, Sage, Pegasus
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6 - REGISTER OF PECUNIARY INTERESTS

GUIDANCE FROM INTERNAL AUDIT
Why is a Register necessary?

The staff and governors of a school clearly have an obligation to avoid any conflict of interest between their own affairs and those of the school.

In keeping with the expectations of Ofsted and the Audit Commission schools are recommended to give effect to this by establishing a ‘Register of Pecuniary Interests’. Specifically, Standard 1.3 in the Ofsted/Audit Commission publication ‘Keeping Your Balance - Standards for Financial Administration in Schools’ states:

“The Governing Body should establish a register of pecuniary interests for the governors and staff which should be open to inspection. For example, governors and staff should declare any links they have with local firms from which the school may wish to buy goods or services. It is important for anyone involved in spending public money to demonstrate that they do not benefit personally from decisions that they make.”

This expectation is embodied in the LMS Handbook of Financial Regulations and Standards in Section 3, Financial Regulation No. 4 and Financial Standard 3.3

What should be included in the Register?
It follows, therefore, that a Register of Pecuniary interests should be used by all Governors and employees to identify any business/commercial/financial interests they have which might give rise to a potential conflict of interest, e.g. that they, or a close friend, or relative, are an owner, director, or employee of a supplier to the school. This would not strictly be necessary if they have no influence on the selection of suppliers, or involvement in payments to suppliers, or other significant dealings with the supplier, such as approving their work/deliveries, or if the sum at issue were minor.  

Potential conflicts of interest might conceivably extend to other situations, such as if a relationship existed between two people where one could influence the appointment, advancement, or pay of another, (e.g. granting overtime, approving pay claims or expenses, awarding pay adjustments, etc.). 

Essentially all Governors and staff should be asked to consider whether they have any interests (or relationships) which could in some circumstances lead to suggestions that their objectivity and integrity is compromised, and record these confidentially for consideration by the Headteacher and Governors (or representatives of).

For the sake of equity, we suggest that every member of the Governing Body and school staff be included, even though this may be a ‘nil’ entry in many cases. 

Any interest or relationship need be described in no more detail than is necessary to make clear in what circumstances an individual’s position might be compromised, e.g.:

‘I am an employee of XYZ Ltd (or ‘I am employed by XYZ Ltd as Job Title) - a likely supplier or contractor to the school’.

‘My sister is a director of XYZ Ltd - a likely supplier or contractor to the school’.

‘My brother-in-law is a Supply Teacher - who may be engaged by the school’.

It may be appropriate to keep one version of the Register detailing the nature of interests declared for restricted access, and a second version, for wider access, which simply records who has declared interests and which category these fall in, e.g. John Smith - Supplier, Jane Brown - friend or relative employed, etc.

What action should be taken in response to a declared interest or relationship?

The Headteacher and/or Chair of Governors should make arrangements to avoid a conflict of interest arising. For example a governor might withdraw from any part in the staff appointment process if a relationship with a candidate exists, or from the award of a contract if they have a connection with one of the firms being considered. Similarly if a member of staff has a connection to a supplier they should not be involved in placing orders with, or approving payments to that supplier.(Special arrangements may have to be adopted where their routine duties include this).

Who should have access to the Register?

We would expect the Headteacher and Chair of Governors (and/or perhaps the Chair of the Finance Committee) to have full access. Beyond this each Governing Body should decide who else would be entitled to inspect the Register and in what circumstances. 

The Register should be available for inspection by auditors and (where necessary) other officers of the LEA in appropriate circumstances.
7 - Password Registration Form and Completion Instructions

General Instructions

· The Nat West Bank Liaison Team is not able to respond to queries raised by members of the school staff who are not authorised signatories to the bank accounts.   If the school wishes to authorise these members of staff to make enquiries, then a password must be registered with Karen Gibbs, School Funding Team using the password registration form.

· A copy of the completed and authorised password registration form should be retained for the school's records.  Schools should ensure that password information is kept securely, preferably in the school safe.  See the Financial Handbook for Schools, Part IV Guidance, Section 5.20.4 for general guidance about security of passwords.

Section 1
School Details
· Use block capitals to clearly state the school's full name.

Section 2
Account Details
· Enter the bank account number(s) to which the password applies.

· Cross through any unused box.

Section 3
Password
· Be careful of your choice of password.    This will be easy for you to remember but difficult for anyone else to guess.  It is recommended that the password includes numbers as well as letters.     See the Financial Handbook for Schools, Part IV Guidance, Section 5.20.4 for general guidance about selecting passwords.

Section 4
Password Administrator
· The password administrator will be the main user of the password.  This will be a member of the school's staff that has responsibility for the day-to-day operation of banking arrangements.

· There is no need to register authorised signatories to the bank account(s).

· Complete all the required details in block capitals.  

Section 5
Password Users
· The password users will be any additional members of the school's staff that require access to banking information.  Again this should be restricted to those members of the school's staff that have responsibility for the day-to-day operation of banking arrangements.

· There is no need to register authorised signatories to the bank account(s).

· Complete all the required details in block capitals.  

· Cross through any unused boxes.

Section 6
Declaration
· The [Name] must sign and date the declaration to authorise the password registration form.  

8 - Bank Signatory Mandates and Completion Instructions

Bank signatory mandates LMSBank 1 and 2 must be completed to register the school's authorised signatories for Nat West Bank accounts in the pooled banking arrangements.  Before completing the form, schools should ensure that they are aware of the requirements for pooled banking arrangements which can be found in the Financial Handbook for Schools, specifically:

· Part II, Scheme for Financing Schools, Section 3 Installments of Budget Share:  Banking Arrangements and Annex D,  National Westminster Bank:    Pooled Arrangements for Schools

· Part III, Financial Regulations, Section 6, Banking Arrangements and Cash Holdings;  and

· Part IV, Guidance, Section 6, Banking Arrangements and Cash Holdings.

General Instructions

· Completion of all sections of LMSBank 1 and 2 are mandatory.  Incomplete forms will not be processed and will cause delays in implementing the school's request.

· Where there are changes to the school's authorised signatory arrangements, a LMSBank 1 and 2 form should be completed for all current authorised signatories.  This will ensure that an accurate record is maintained of the school's authorised signatories and avoid confusion.

· Should you make an error while completing this form, please cross out using a single line.  Use of correction fluid will invalidate the form.
· Completed and authorised LMSBank 1 and 2 forms must be sent to Karen Gibbs, School Funding Team for processing. 
· A copy of completed and authorised LMSBank 1 and 2 forms should be retained for the school's records together with the School Funding Team's confirmation letter that will be issued to verify that the school's instructions have been actioned.  The confirmation letter will be sent within 14 days of receipt of the school's instruction.  This should be checked for accuracy and any discrepancies reported immediately to Karen Gibbs, School Funding Team.

· Details of the authorised signatory arrangements must be recorded in the school's Schedule of Delegation.
· Section 1
School Details
· Use block capitals to clearly state the school's full name.

Section 2
Account Details
· Enter the bank account number to which the authorised signatories apply.

· Enter the date that the authorised signatories will be effective from.  Please note that the form cannot be back-dated and that Nat West Bank will not process any cheques under the new arrangements before the effective date.

Section 3
Signatories
· Please refer to information in the Financial Handbook for Schools detailed above for guidance about nominating authorised signatories.

· Complete all the required details for a minimum of two and a maximum of four authorised signatories.  The first authorised signatory must be the [Name].

· The "Limitation" box should be used to record any limitation on the value of cheques that may be signed.  

In accordance with the Scheme of Financing Schools, the [Name] will be the only sole signatory able to sign cheques to a maximum value of £2,000.  Governors may specify a lower, but not higher, limit.  Therefore for the [Name], the limitation box should be completed with the text "Sole signatory to a maximum value of £2,000" (or, the limit specified by the Governing Body).

For other signatories, the limitation box should be completed with the text "Counter signatory".   Also enter a maximum limit if this has been specified by the Governing Body.

· Cross through any unused boxes.

Section 4
Declaration
· The Chair of the Governing Body must sign and date the declaration to authorise the bank signatory mandate. 
9 - Cashing Facility Registration Form and Completion Instructions


General Instructions

· Cashing facilities enable nominated members of the school's staff, who are not authorised signatories, to withdraw cash from a local Nat West Bank branch.   In order to make use of this facility schools are required to complete a cashing facility registration form to provide the local branch with details of nominated staff members and withdrawal limitations. 
· The completed registration form should be sent to Karen Gibbs, School Funding Team so that the school's request can be actioned. 
· A copy of the completed and authorised cashing facility registration form should be retained for the school's records. 

Section 1
School Details
· Use block capitals to clearly state the school's full name.

Section 2
Nat West Bank Branch and Bank Account Details
· Use block capitals to clearly state the Nat West Bank branch and branch address that the school will be using to withdraw cash.

· Enter the bank account(s) that the cashing facility relates to in the boxes provided. 

· Cross through any unused box.

Section 3
Nominated School Staff
· Complete all of the required details in block capitals for nominated members of the school's staff that will use the cashing facility and who are not authorised signatories for the bank account(s).

· There is no need to register authorised signatories to the bank accounts.

· Cross through any unused boxes.

Section 4
Withdrawal Limit
· Enter the maximum amount that will be withdrawn in any one week.  This will be in accordance with any limitations set by the Governing Body in relation to cash holdings and the operation of petty cash.

Section 5
Declaration
· The [Name] must sign and date the declaration to authorise the cashing facility registration form.  

10 - HERTFORDSHIRE SCHOOLS LOAN SCHEME

RULES AND CONDITIONS
Who can apply for a loan?

The Scheme is open to all Primary, Secondary, Nursery and Special Schools within the County Council’s pooled banking arrangements, currently with National Westminster Bank.  Voluntary aided schools will not be eligible for loans to carry out works which fall within the governors’ responsibility for buildings.

What can a loan be used for?

Schools can apply for a loan to cover the cost (in full or in part) of any project which:

· is of a capital nature – i.e. will provide a substantial benefit to the school for longer than one year such as building or grounds improvements, major equipment purchases, furniture purchase or replacement, health and safety or security projects;

· does not conflict with the LEA’s plans for school sites and buildings;

· will not cause the school to incur significant ongoing revenue commitments which it cannot reasonably afford;

· can be an enhancement to an LEA-funded capital scheme.  

In what circumstances might a loan be refused?

A loan may be refused if, in the LEA’s view:

· a school already has sufficient resources at its disposal to proceed with the scheme/purchase

· a scheme is of a speculative nature and relies on future income generation to cover running costs

· a scheme could have an adverse effect on the LEA’s future planning for the provision of school places, because of implications for changes in the school’s standard number/admission limit, nursery places etc, or because it could lead to the creation of surplus places in the area

· a scheme has significant annual running costs and there is an expectation that the LEA will meet/contribute to these but is not prepared to do so

· the repayments on the level of loan requested could pose the school significant financial difficulties

· a building project does not comply with our project approval system, which seeks to ensure that relevant regulations are met.  

If the fund is oversubscribed by eligible applications, what will be the priorities for deciding which loans are approved?

The following order of priorities (drawn from the LEA’s capital strategy) will be used.

Priority 1
Health and Safety and security projects

Priority 2
Work to remedy deficiencies in accommodation and provide further school places where “basic need” is not provable

Priority 3
Work to replace or upgrade accommodation which is sub-standard in terms of sufficiency, condition and suitability

Priority 4
Providing an opportunity for schools to receive voluntary or private sector funding by enabling the school to use the loan as its “matching” funding

Priority 5
Purchase of information technology or other large curriculum-related equipment.

How much can a school borrow?

Loans will be limited to between 1% and 5% of the school’s current budget share, the upper limit to include the outstanding balance of any earlier loan(s).  No other form of borrowing is permitted under the terms of the Scheme for Financing Schools.  

What are the repayment terms?

The maximum period of a loan will be 5 years (3 years for equipment purchases).  The minimum period will be 2 years.  Schools can select any repayment period within this range, in multiples of quarter-years.

The amount of the loan will be repaid in equal quarterly installments.  The first quarterly repayment will be made at the end of the first quarter following the loan start date.  

Interest will also be charged quarterly (at the same time as loan repayment installments) based on the balance of the loan outstanding and calculated at base rate (currently 4. 5 %, (4.36% in 2006/7)).  Therefore, if the interest rate stays static, the amount of interest chargeable each quarter will reduce as the loan is repaid.  The interest rate will, however, vary in line with bank base rate changes.  (Base rate is the interest rate schools in the pooled banking arrangement receive on their general account balances.)  Repayments and interest will be charged to schools through the monthly traded services direct debit prints.  Therefore, for loans starting on 1 July the first repayment and interest charges will fall due on 30 September, and will be debited to school accounts on 15 October (or nearest banking day) via the October traded services print.

What are the administrative requirements?

A formal decision by the Governing Body to seek a loan is required.  The LEA’s Loan Application Form must be used, and this must be signed by the Headteacher and Chairman of Governors.  Subject to LEA approval, the school is then bound by the terms and conditions of the scheme, and repayments of principal and interest will be 
charged automatically to the school’s budget.  

Each loan application must be accompanied by a three year financial forecast, including the pupil number data used to produce this forecast.  These reports can be generated by the “Finance Planner” software, which was issued to all primary, secondary and special schools in September.  Please contact Georgette Knights (01992-555726) if you are not able to access this software.

If at any time the school ceases to be subject to the LEA’s school funding scheme or the LEA’s pooled banking arrangements, immediate repayment of the outstanding balance and interest will be required.  

If an application is approved, the LEA will notify the school in writing of that approval.  The LEA will not pay the amount of the loan into the school’s bank account, but will issue a central expenditure code or codes which the school must use in the processing of any invoices relating to the loan project.  Once coded, invoices should be sent in to Serco for payment.  These will be charged centrally and not against the school’s bank account.  However, should the total of payments exceed the loan approval, the excess amount will be recharged to the school’s own bank account.  Loan repayments and interest will be calculated on the total amount of the loan approval from the approved start date.  The repayments and interest are not affected by the rate at which a school may choose to take up the amount of loan approval.  

There will not be specific arrangements to enable schools to increase the size of a loan, for example in relation to an increase in the costs of a building project.  Any approval to increase the value of a loan would be at the discretion of the Assistant Director (Resources) and would depend on the level of additional funding sought and the availability of resources from the fund.  

What if the school cannot meet the repayments?

This will not arise.  The LEA will deduct repayments and interest charges automatically from the school.  The Governing Body must ensure when applying for a loan, and when it sets its budget each year, that provision is made to meet those charges.  The annual budget plan must include such provision, and it will continue to be illegal for a Governing Body to set a deficit budget.  

How will loan requests be assessed by the LEA?
Loan requests will be considered by appropriate officers, and loans will be authorised by the Assistant Director (Resources).  If the fund is oversubscribed by eligible applications, requests will also be considered by a Management Committee set up by the Resources Partnership Group, who will assess the relative priorities of the bids in the light of the criteria and priorities set out above.

What is the timetable for loan applications and approvals?
The start date of a loan may be on 1 April, 1 July, 1 October or 1 January.  Schools may make loan applications at any time, and should specify the preferred start date for the loan.  A minimum of one month should be allowed between the date of receipt of the application and the start date of the loan.  In the event that the fund is oversubscribed, and an assessment of relative priorities by the Management Committee is required, two months should be allowed for this approval process.  Please bear in mind that the school will be charged for repayments and interest from the approved start date of the loan.

The loans fund will comprise approximately 25% of the total of schools’ balances within the National Westminster Bank pooling arrangements, as at the end of the previous financial year.  Depending on demand, up to 40% of the fund (approximately £1.7m) will be available for loan in any one year.

Application forms may be obtained from Georgette Knights, School Funding Unit, County Hall, Hertford SG13  8DF (telephone 01992-555726).
11- BUDGET PROFILES – (suggestions in the absence of historic data)
	Budget


	Profile
	Commentary

	Supply Insurance
	Month 4
	Unless advised of a delay in payment

	Advertising
	Month 1 – 40%


Month 4 – 20%


Month 7 – 20%

Month 10 – 20%

	Weighted in first quarter for adverts for September start



	Travel and Subsistence
	Equal elevenths except month 5
	This assumes that travel claims are submitted monthly

	School Meals
	Equal elevenths except month 5
	Unless advised otherwise by the LA

	Postage and Telephone
	Postage - Equal elevenths except month 5

Telephone – Equal quarters in accordance with historical spending pattern
	Or monthly according to individual school patterns

	S&S
	Month 1 – 50%

Month 6 – 30%

Month 10 – 20%
	Or in accordance with local spending patterns

	Support Services
	Termly except building service which is monthly
	

	Window Cleaning
	
	In accordance with local spending patterns

	Refuse Collection
	
	In accordance with local spending patterns

	Balance of Risks
	Month 9
	Unless advised of a delay in payment

	Contract Cleaning
	Equal thirds in months 3, 8 and 11
	Charged on traded services direct debit termly in arrears

	Grounds
	Equal thirds in months 3, 8 and 11
	Charged on traded services direct debit termly in arrears

	R&M
	Equal quarters in months 1, 4, 7 and 10
	Or in accordance with the school’s R&M plan

	Rates
	Equal halves in months 2 and 8
	Orin accordance with local direct debit arrangements

	Rent
	Local historical spending pattern
	

	Water
	Local historical spending pattern
	Centrally paid – bills are sent in from schools for payment generally quarterly

Locally paid – either by cheque or direct debit arrangement


	Budget


	Profile
	Commentary

	Electric (Paid monthly)
	Month 1 – 10%

Month 2 – 8%

Month 3 – 9%

Month 4 – 5%

Month 5 – 4%

Month 6 – 3%

Month 7 – 6%

Month 8 – 8%

Month 9 – 14%

Month 10 – 9%

Month 11 – 12%

Month 12 – 12%
	Based on archived data with respect to 20 years school’s usage

	Electric (Paid quarterly)
	First quarter – 27%

Second quarter – 12%

Third quarter – 28%

Fourth quarter – 33%
	

	Special gas (paid monthly)
	Month 1 – 16%

Month 2 – 8%

Month 3 – 3%

Month 4 – 4%

Month 5 – 2%

Month 6 – 2%

Month 7 – 3%

Month 8 – 5%

Month 9 – 12%

Month 10 – 13%

Month 11 – 16%

Month 12 – 16%
	Based on archived data with respect to 20 years school’s usage

	Gas (paid quarterly)
	First quarter – 27%

Second quarter – 8%

Third quarter – 20%

Fourth quarter – 45%
	

	Earmarked funding
	Month 6
	Unless advised otherwise by the LA

	EPF
	Equal twelfths
	

	Bank interest
	Month 1 – 8%

Month 2 – 13%

Month 3 – 12.5%

Month 4 –11.5%

Month 5 – 10.5%

Month 6 – 9.5%

Month 7 – 8.5%

Month 8 – 7.5%

Month 9 – 6.5%

Month 10 – 5.5%

Month 11 – 4%

Month 12 – 3%
	


12 - BEST VALUE STATEMENT GUIDANCE NOTES
1.
This statement is intended to assist schools in considering the relevance of best value principles to the expenditure of funds from their delegated budget share.  When submitting annual budget plans, schools are required to say how best value principles are being followed.

2.
Best value is a statutory duty to deliver services to clear standards, covering both cost and quality, the most effective, economic and efficient means available.  Legislation places a duty on local authorities to secure best value in respect of the way in which they exercise their functions.  This duty is not intended to apply to those functions which are exercised by the governing bodies of LEA maintained schools.  However, schools are encouraged to adopt the best value performance management framework.

3.
In relation to schools and expenditure from delegated budgets, the main features of best value can be summarised as a need for the Governing Body of a school to ensure:


a.
the existence of a programme of performance review which will aim for continual improvement.   Existing mechanisms such as School Development Plans and post-OFSTED inspection plans can be developed to satisfy the requirements for review.  The reviews should include:



-
challenging how and why a service is provided (including consideration of alternative providers);



-
comparison of performance against other schools taking, into account the views of parents and pupils;



-
mechanisms to consult stakeholders, especially parents and pupils;



-
embracing competition as a means of securing efficient and effective services.


b.
the development of a framework of performance indicators and targets that will provide a clear practical expression of a school’s performance, taking national requirements into account.


c.
that the following are included in School Development Plans:



-
a summary of objectives and strategy for the future;



-
forward targets on an annual and longer term basis;



-
description of the means by which performance targets will be achieved;



-
a report on current performance.


d.
that internal and external audit takes place ensuring that performance information is scrutinised.  LEA oversight of school finances provides external review.

4.
The independent inspection and intervention elements of the best value framework will be the responsibility of other bodies and therefore not relevant to demonstration by a Governing Body of adherence to best value principles.
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13 – Financial Services to Schools “Gold Sheets”
	April 2007                  Analysis Codes 2007/2008             ( Includes temporary Report Link changes - RM Users only)
	
	
	

	
	
	EXPENDITURE CODES
	Showing Linking to Consistent Financial Reporting
	
	
	
	
	

	CFR
	Budget Account
	Budget Account Description
	Contents of this Line
	New Analysis Code
	Description 
	
	Report  Link
	Sort Key

	
	
	
	
	
	
	
	
	
	

	E01
	TEACH
	Teaching Staff                      
	Full time and Part time Teachers employed directly by the school, including
	041
	Teaching Staff
	
	1
	E01

	
	
	
	
	supernumerary/peripatetic teachers on short term contracts
	046
	Teaching - SEN
	
	
	

	
	
	
	
	
	
	
	
	
	

	E02
	SUPPLY
	Supply Teachers 
	Salaries and wages of supply staff employed directly by the school covering
	047
	Supply - Planned
	
	2
	E02

	
	
	
	
	long-term absence, sickness absence,
	048
	Supply - Sickness
	
	
	

	
	
	
	
	training absence and curriculum release -EXCLUDES all supply paid to an Agency- see E26                                  
	058
	Supply - Training & Development
	
	
	

	
	
	
	
	
	
	
	
	
	

	E03
	ESS
	Education Support Staff
	Salaries and wages of support staff employed directly by the school including:                                                                                  
	049
	Learning Support Assistants
	
	3
	E03

	
	
	
	
	Nursery nurses, classroom assistants, learning support assistants, childcare staff,  
	050
	Learning Support Assistants - SEN
	
	
	

	
	
	
	
	workshop and technology technicians, librarians and foreign language assistants,
	051
	Other Education Support Staff
	
	
	

	
	
	
	
	pianists, education welfare officers
	059
	Nursery Nurses
	
	
	

	
	
	
	
	
	060
	Technicians
	
	
	

	
	
	
	
	
	061
	Foreign Language Assistants
	
	
	

	
	
	
	
	
	
	
	
	
	

	E04
	PREMSTAF
	Premises Staff
	Premises staff employed directly by the school including:                                                                               
	053
	Premises Staff
	
	4
	E04

	
	
	
	
	caretakers, cleaners, maintenance staff, grounds staff, porters, messengers and security staff
	062
	Caretakers & Cleaners
	
	
	

	
	
	
	
	
	
	
	
	
	

	E05
	ADMIN
	Administrative Staff
	Administrative and clerical staff employed directly by the school, including:                                                                               
	054
	Administrative Staff
	
	4
	E05

	
	
	
	
	bursars, school secretaries, typists, receptionists, telephonists and clerk to the governing body
	055
	Administrative Staff - SEN
	
	
	

	
	
	
	
	
	
	
	
	
	

	E06
	CATERING
	Catering Staff
	Catering staff employed directly by the school associated with catering including, chefs and cooks, servers, kitchen porters and cashiers
	056
	Catering Staff
	
	4
	E06

	
	
	
	
	
	
	
	
	
	

	E07
	OTHSTAFF
	Cost of Other Staff
	Cost of other staff employed directly by the school including:                                                                           
	057
	General Support Staff (MSAs/SSA/SA)
	4
	E07

	
	
	
	
	Midday assistants,                                                                                
	063
	Residential & Care Staff
	
	
	

	
	
	
	
	Boarding staff at residential schools                                                                 
	064
	Drivers and Escorts
	
	
	

	
	
	
	
	Staff supervising students before and after school e.g. pupil focussed activities - clubs                                                                                                                                                                                           
	065
	Special Facilities Staff (Clubs)
	
	
	

	
	
	
	
	Escorts, liaison officers,                                                                                
	
	
	
	
	

	
	
	
	
	Nurses and medical staff  
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	E08
	TRAVEL ADVERTS MEALS
	Indirect Employee Costs
	Cost of recruitment, advertising interviews,  Relocation and other recruitment costs. Employee and governor travel and subsistence, Duty meals, Pensions                                                                                                                        
	106500
	Advertising - Recruitment
	
	5
	E08

	
	
	
	
	payments including any premature
	106700
	Severance Payments
	
	
	

	
	
	
	
	retirement payments made by the school,
	108300
	Adult Duty Meals
	
	
	

	
	
	
	
	Car leasing expenditure, lump sum
	301700
	Travel Expenses
	
	
	

	
	
	
	
	       compensation and redundancy payments, Medical fees Staff with 
	301800
	Non staff Mileage Allowance
	
	
	

	
	
	
	
	Accommodation, utility costs e.g. electric, gas etc                                              
	408600
	Subsistence
	
	
	

	
	
	
	
	
	
	
	
	
	

	E09
	TRAINING SIASG
	Staff Training
	Staff development costs for teaching staff, support staff and governors.                                                                                             In-service training courses and other development;                                                                        Equipment and resources to provide in service training
	404600
	Training 
	
	6
	E09

	
	
	
	
	
	
	
	
	
	

	E10
	TEACHINS
	Supply Teacher Insurance
	Premiums paid to insurers for supply teacher cover
	404030
	Sickness Supply Ins - Teach
	
	7
	E10

	
	
	
	
	
	
	
	
	
	

	E11
	STAFINS
	Staff Related Insurance
	Cover for non-teaching staff absence and employee related insurance for accident and
	106300
	Employee Insurance
	
	8
	E11

	
	
	
	
	liability, assault, fidelity guarantee, libel and slander
	404040
	Sickness Supply Ins - Non Teach
	
	
	

	
	
	
	
	
	404060
	Sickness Supply Ins - Nursery Nurses
	

	
	
	
	
	
	
	
	
	
	

	E12
	R&M
	Building Maintenance
	Charges by contractors for interior /exterior repairs.  Maintenance & improvement to buildings and fixed plant including costs of labour and materials.                                                                                                                                                                                                Related professional and technical services, including labour costs where supplied as part of the contract/service;                                                                   Materials and equipment used by directly employed staff for interior/exterior repairs.                                             Maintenance & improvement to buildings and fixed plant.                                                                                                                                     Carpets & curtains expenditure.                                                                                                                                                    B
	200200
	Repairs and Maintenance
	
	9
	E12

	
	
	
	
	
	
	
	
	
	

	E13
	GROUNDS
	Grounds Maintenance
	Maintenance or Improvement on gardens and grounds including car parking,/play areas/sports fields/ pitches on the school site.                                                                                    Related professional and technical services, including labour costs where supplied as part of the contract/service.                                                             Playground equipment servicing and repairs.
	203300
	Grounds Maintenance
	
	10
	E13

	
	
	
	
	
	
	
	
	
	

	E14
	CONCLEAN CLEAN
	Cleaning & Caretaking
	Supplies used in cleaning and caretaking;                             cost of equipment such as vacuum cleaners and other hardware,                                                                                                              
	202800
	Contract Cleaning
	
	11
	E14

	
	
	
	
	Contractor charges for cleaning and 
	202900
	Window Cleaning
	
	
	

	
	
	
	
	caretaking services;  and related professional and technical services.                                                                              
	400800
	Cleaning and Caretaking Supplies
	
	
	

	
	
	
	
	Servicing of cleaning equipment.
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	E15
	WATER
	Water & Sewerage
	All costs related to water and sewerage;  and emptying of septic tanks
	202500
	Water
	
	12
	E15

	
	
	
	
	
	202600
	Sewerage
	
	
	

	
	
	
	
	
	
	
	
	
	

	E16
	OIL ELECTRIC GAS
	Energy Costs
	
	All costs related to fuel and energy, incl. fuel oil, solid fuel, electricity and gas
	201500
	Gas
	
	13
	E16

	
	
	
	
	
	201600
	Electricity
	
	
	

	
	
	
	
	
	201700
	Fuel Oil
	
	
	

	
	
	
	
	
	
	
	
	
	

	E17
	RATES
	Rates
	
	Rates expenditure
	202100
	Rates
	
	14
	E17

	
	
	
	
	
	
	
	
	
	

	E18
	
	 Premises Costs
	Rents, lease or hire charges for premises;                            Refuse collection                                                                                                                           
	201800
	Rent
	
	15
	E18

	
	RENT HYGIENE REFUSE 
	Hygiene services;                                                              
	203000
	Refuse Collection
	
	
	

	
	SECURITY PREMISES
	Security patrols and services;                                                                              
	203500
	Security Alarm Costs
	
	
	

	
	
	
	
	CCTV  burglar alarm maintenance contracts                                                      
	401500
	Laundry
	
	
	

	
	
	
	
	Landlord's service charges.                                                 
	409300
	Premises Costs
	
	
	

	
	
	
	
	Paper towels, toilet rolls, hand dryers,                                        
	507880
	Hygienic Disposal
	
	
	

	
	
	
	
	Fire fighting equipment Electrical testing: Pest, Water cooler cost    
	400100
	Health & Safety Expenditure
	
	
	


	
	
	
	
	
	
	
	
	
	

	E19
	
	Learning Resources                  (Not ICT)
	Teaching materials:                                                                                                                                      Books, School library resources:                                                                                 
	300100
	Fleet Recharge - Vehicles
	
	16
	E19

	
	This area can also contain 'user defined' budgets that 
	Subscriptions, publications periodicals associated with the curriculum                                                                                                 
	300200
	Vehicle Maintenance/Workshop
	
	
	

	
	reflect individual school needs, e.g. ART, SCIENCE, 
	Equipment (not ICT);                                                   Reprographic resources:
	300300
	Fixed Maintenance - Vehicles
	
	
	

	
	SEN etc
	Equipment for teaching purposes;
	300400
	Petrol - Vehicles
	
	
	

	
	
	
	
	Purchase, lease, hire or maintenance
	300800
	Tyres - Vehicles
	
	
	

	
	
	
	
	contracts for audio-visual or other equipment used for teaching;
	300900
	Road Fund Licences - Vehicles
	
	
	

	
	
	
	
	Furniture used for teaching;                                                   Revenue costs associated with vehicles
	400000
	Educ. Furniture and Equipment
	
	
	

	
	
	
	
	used for curriculum purposes. Achievement
	401710
	Stationery and Materials
	
	
	

	
	
	
	
	gifts & prizes. Ink cartridges for printers -
	401800
	Books and Periodicals
	
	
	

	
	
	
	
	curriculum, school visits & journeys
	401810
	Other Learning Resources
	
	
	

	
	
	
	
	
	401820
	SEN Resources - Curriculum
	
	
	

	
	
	
	
	
	401900
	School Journeys/Trips
	
	
	

	
	
	
	
	
	407100
	Curriculum Reprographics
	
	
	

	
	
	
	
	
	
	
	
	
	

	E20
	ICT
	ICT Learning Resources
	Elucidation software, incl. site or other licences, used for teaching purposes;                                                        
	405100
	IT Equipment
	
	16
	E20

	
	
	
	
	hardware including: keyboards, monitors, 
	405400
	IT - SEN
	
	
	

	
	
	
	
	printers etc. used for teaching purposes,                                                         
	405900
	IT Support
	
	
	

	
	
	
	
	Purchase, lease, hire or maintenance 
	406000
	IT Software
	
	
	

	
	
	
	
	contracts of ICT used for teaching;                                                                  Broadband costs , ISDN, ASDL or other dedicated phone lines ,                                                                                                           ICT in schools revenue expenditure                          
	508090
	Internet Charges
	
	
	

	
	
	
	
	
	
	
	
	
	

	E21
	EXAMEXP
	Examination Fees
	Costs of text and examination entry fees, this includes:                               GCSEs, A/AS levels, GNVQ and any accreditation costs related to pupils, administrative costs e.g. external marking
	403510
	Examination Fees
	
	16
	E21

	
	
	
	
	
	
	
	
	
	

	E22
	OFFICE
	Administration  Supplies
	Admin stationery,  printing and reprographics;                                  v
	301600
	Admin. Vehicle Expenditure
	
	18
	E22

	
	
	
	
	Subscriptions, publications, periodicals and copyright fees not related to the curriculum,                                                        
	400010
	Admin. Furniture, Equipment & ICT
	
	
	

	
	
	
	
	Postage;  bank charges;                                                                                 Advertising (not recruitment);                                                           
	401600
	Admin. Pub, Printing and Repro
	
	
	

	
	
	
	
	Telephone charges (not internet);                                                                    
	401700
	General Office Stationery
	
	
	

	
	
	
	
	Medical and domestic supplies;                                     
	401720
	Admin - SEN
	
	
	

	
	
	
	
	Purchase, hire or maint. contracts of ICT or 
	404900
	Bank Charges
	
	
	

	
	
	
	
	other equip not used for teaching purposes,                                                                                  Furniture and equip  not used for teaching 
	408100
	Telephone and Communications
	
	
	

	
	
	
	
	purposes;           Revenue costs associated with vehicles used for admin purposes.                                                                               Cost of reports, school brochures. Governors expenses (not travel)
	407900
	Postage
	
	
	

	
	
	
	
	
	
	
	
	
	

	E23
	INSURE
	Other Insurance Premiums
	Premises related insurance;                                                                        vehicle insurance;                                                           
	203400
	Fire Insurance
	
	19
	E23

	
	
	
	
	Accident and public liability insurance for 
	203410
	Balance of Risks
	
	
	

	
	
	
	
	persons not employed directly by the school                                         
	203420
	Insurance Excess Recovery
	
	
	

	
	
	
	
	School trip insurance
	301000
	Vehicle Insurance
	
	
	

	
	
	
	
	
	301610
	Travel Insurance
	
	
	

	
	
	
	
	
	302500
	Leased Car Insurance
	
	
	

	
	
	
	
	
	404050
	All Risks Insurance
	
	
	

	
	
	
	
	
	
	
	
	
	

	E24
	FACILITY
	Special Facilities                    including                                 
	Community Education;                                                           Swimming pools and sports centres;                                                                
	203600
	Dual Use Facilities
	
	20
	E24

	
	
	Pupil Focused 
	Boarding provision;                                                                                                                        
	203610
	Community Education
	
	
	

	
	
	Extended Schools 
	Rural studies and farm units;                                                                                           
	203620
	Boarding Provision
	
	
	

	
	
	Costs
	Pupil inter-site travel e.g. moving between                      
	203630
	Other Facilities Expenditure
	
	
	

	
	
	
	
	sites 
Delegated home to school transport                                                           Purchase of trading items for re-sale e.g. books and stationery                                                                                               School clubs expenditure
	203740
	Pupil Focused Extended School Costs
	

	
	
	
	
	
	
	
	
	
	

	E25
	CATEREXP
	Catering Cost
	
	Non-capital catering equipment;                                  Provisions;                                                                             
	400900
	Catering Provisions
	
	21
	E25

	
	
	
	
	Other catering supplies;                                                  
	401100
	Adult Meals
	
	
	

	
	
	
	
	Purchase, rent, lease or hire of vending 
	401200
	Catering Contract Costs
	
	
	

	
	
	
	
	machines
	401210
	Official Functions
	
	
	

	
	
	
	
	Full cost of service contract;                                                 
	401220
	Free School Meals
	
	
	

	
	
	
	
	Related professional and technical services;                           Repairs and maintenance of kitchen equipment, including safety checks
	401230
	Catering Equipment & Maint.
	
	
	

	
	
	
	
	
	
	 
	
	 
	

	E26
	AGENCY
	Agency Supply Staff
	Cost paid to an agency for teaching staff,                              Includes cover of any period and for all reasons, including illness, absence for training, or leave
	104800
	Agency Teaching Supply Staff
	
	23
	E26

	
	
	
	
	
	
	
	
	
	

	E27
	SIAS           SITS        LINK         SLS       EMTAG     MUSERV
	Bought in Professional Services -                     Curriculum
	Prof. services.                                                                              Consultancy and advice purchased from the LEA    or third party in support of the curriculum;                                                                     ICT consultancy services for the curriculum;                                                  Payments to any visiting lecturers/speakers;                            Courses purchased for students from 
	503000
	Link Courses
	
	24
	E27

	
	
	
	
	external providers e.g. FE colleges or other 
	554200
	Schools Library Service
	
	
	

	
	
	
	
	schools                                                             Self employed music teachers                                                    
	553851
	Curriculum Support  Services
	
	
	

	
	
	
	
	Peripatetic music teachers employed by the 
	553852
	Schools IT Support
	
	
	

	
	
	
	
	LEA
	553853
	Schools Imp. Advisory Service
	
	
	

	
	
	
	
	
	553854
	Herts Media
	
	
	

	
	
	
	
	
	553856
	Music Service
	
	
	

	
	
	
	
	
	
	
	
	
	

	E28
	LEGAL
	Bought in Professional Services -                             Other
	Prof services, consultancy and advice to staff/governors purchased from the LEA or an external party relating to:                           mgt/ financial/ legal/ personnel/ premises/ 
	408000
	Banking Courier Service
	
	24
	E28

	
	User Defined        e.g.     
	clerking service;  and management fee on 
	550700
	Payroll
	
	
	

	
	BANKING   FINANCE  
	PPP/PFI contracts
	551400
	Personnel
	
	
	

	
	PAYROLL  BUILD  ITSUP            
	
	551500
	Building Services
	
	
	

	
	EWS
	
	502700
	Legal
	
	
	

	
	
	
	
	
	553200
	Finance 
	
	
	

	
	
	
	
	
	553800
	Education Workshops
	
	
	

	
	
	
	
	
	553800
	Support Services - Non Curriculum
	
	
	

	
	
	
	
	
	
	
	
	
	

	E29
	LOAN
	Loans
	
	Interest paid on overdrafts and other liabilities
	404920
	HCC Loan Interest
	
	15
	E29

	
	
	
	
	
	404930
	HCC Loan Repayment
	
	
	

	
	
	
	
	
	
	
	
	
	

	E30
	CAPITAL
	Direct Revenue
	All amounts transferred to CI04 to be accumulated to fund capital works.                                                                     Receipts from insurance claims for capital losses received into income under I11                                                          This will match exactly the figure at CI04
	660400
	Revenue Contribution to Capital
	
	26
	E30

	
	
	
	
	
	
	
	
	
	

	E31
	EXTSTAF
	Community Focused             Extended School               Staff Costs                            
	Cost of all staff employed directly by the school for extended community activities that cannot be funded from the delegated budget.                                                                                 
	069
	Comm. Focused Staff Costs -  Teach
	17
	E31

	
	
	
	
	Adult education tutors, where the school manages the                                                                                                                                                                Adult Education Program
	070
	Comm. Focused Staff Costs -  Non Teach
	
	

	
	
	
	
	
	
	
	
	
	

	E32
	EXTRES
	Community Focused             Extended School               Non-Staff Costs                            
	All running costs associated with extended activities that cannot be funded from the delegated budget.                                                       Including recruitment costs and resources.
	203700
	Community Focused - Occupation costs
	25
	E32

	
	
	
	
	
	203710
	Community Focused - Services
	
	
	

	
	
	
	
	
	203720
	Community Focused - Resources
	
	
	


	
	
	
	
	
	
	
	
	
	

	CE01
	CE01
	Acquisition of Land & Existing Buildings
	Cost of land acquisition including fees and charges related to the acquisition;                                                                      
	
	Purchase of Buildings
	
	27
	CE01

	
	
	
	
	Costs of acquiring existing buildings,                                                      including fees and charges related to the acquisition
	
	Purchase of Land
	
	
	

	
	
	
	
	
	
	
	
	
	

	CE02
	CE02
	New Construction, Conversion and Renovations
	Cost of new construction, including fees;                              Conversions and renovations forming a new structure, Extension to existing premises
	200800
	Capital Fees
	
	27
	CE02

	
	
	
	
	
	201300
	Capital Construction
	
	
	

	
	
	
	
	
	
	
	
	
	

	CE03
	CE03
	Vehicles, Plant Equipment and Machinery
	Any capitalised expenditure, including the acquisition, renewal or replacement of vehicles, equipment or machinery to be 
	301200
	Purchase of Vehicle & Machinery
	
	27
	CE03

	
	
	
	
	used at the school
	420000
	Capital Plant & Equipment
	
	
	

	
	
	
	
	
	
	
	
	
	

	CE04
	CE04
	ICT Capital Expenditure
	Purchase of computer hardware and software where these are to be capitalised 
	406400
	Capital Computer/ICT Hardware
	
	27
	CE04

	
	
	
	
	or are funded from the capital grant.                                                                                                    ICT in schools capital expenditure                                                                                                E-Learning credit expenditure.
	406401
	E-Learning Expenditure
	
	
	

	INCOME CODES
	
	
	
	
	
	
	
	

	I01
	SBS             LEAINC      PAYGRANT
	Funds Delegated by the LEA
	This is the major part of funding provided by the LEA to schools:                                                                                   School Budget Share;  funding for nursery pupils/Teachers pay grants (Threshold 
	700101
	School Budget Share
	
	29
	I01

	
	
	
	
	Grants)                                                                      
	700121
	Rent Adjustments
	
	
	

	
	
	
	
	Any additional non-TSF/non-SEN funding from LEA that is not formally included in the.
	700131
	Flexible Entitlement for 3/4 Year Olds
	

	
	
	
	
	school's delegated budget but is managed 
	700141
	Compensatory Staffing
	
	
	

	
	
	
	
	by the school                                                                                                
	700151
	Redeployment - Teachers
	
	
	

	
	
	
	
	In year adjustments or clawbacks should be 
	700161
	Redeployment - Support
	
	
	

	
	
	
	
	deducted from here
	700171
	LMS Contingency Funding
	
	
	

	
	
	
	
	
	700181
	Other Earmarked Funds
	
	
	

	
	
	
	
	
	700191
	Other Earmarked Funds -  SSC
	
	
	

	
	
	
	
	
	700201
	Premises - Permanent Non School
	
	
	

	
	
	
	
	
	700211
	Permanent Non School Use - Rates
	
	
	

	
	
	
	
	
	700221
	Refund-Remission of Music Fees
	
	
	

	
	
	
	
	
	700231
	Pay Performance Progression
	
	
	

	
	
	
	
	
	700241
	Threshold Funding
	
	
	

	
	
	
	
	
	700251
	Provisions for Alternative Tuition
	
	
	

	
	
	
	
	
	700261
	Home Tuition - Excluded Pupils
	
	
	

	
	
	
	
	
	700271
	Rates Funding Adjustments
	
	
	

	
	
	
	
	
	700281
	Post 16 Transitional Funding
	
	
	

	
	
	
	
	
	700291
	Funding AWPU -Previous Excl Pupils
	
	

	
	
	
	
	
	700301
	Deduct for Previously Excluded Pupils
	

	
	
	
	
	
	700311
	Start-up Funding Re-Admission Excl.Pupil
	

	
	
	
	
	
	
	
	
	
	

	I02
	SFF
	Funding for Sixth Form Students
	Funding from public sources for sixth form students;  LSC funding and any top-up from 
	700321
	Learning and Skills Council Funding
	
	29
	I02

	
	
	
	
	LEA for sixth form students
	700331
	Post 16 Collaboration
	
	
	

	
	
	
	
	
	700335
	16-19 Access
	
	
	

	
	
	
	
	
	
	
	
	
	

	I03
	SENINC  UNITINC  SENPN  SENEN     SBSSEN   SENTSF
	SEN Funding
	
	Notional SEN funding from SBS; funding for SEN Units;                                                Funding for individual pupils with SEN;                                   TSF grants specifically related to support of pupils with SEN;                                                                                                     Other funds for the control of the school earmarked for the support of SEN pupils 
	700341
	Non-Statemented SEN Funds
	
	29
	I03

	
	
	
	
	
	700351
	Special Unit Funding
	
	
	

	
	
	
	
	
	700361
	Standards Fund - SEN
	
	
	

	
	
	
	
	
	700371
	Transition Funding
	
	
	

	
	
	
	
	
	700381
	Non-Del. Special Unit and Bases
	
	
	

	
	
	
	
	
	700391
	SEN Exceptional needs - Teaching
	
	
	

	
	
	
	
	
	700401
	SEN Exceptional needs - Non-Teaching
	

	
	
	
	
	
	700411
	SEN Predictable needs
	
	
	


	
	
	
	
	
	
	
	
	
	

	I04
	EMPFINC
	Funding for Minority Ethnic Pupils
	TSF funding to support ethnic minority and traveller pupils;  Single regeneration budget (SRB) funds and any other government funded source to support ethnic minority pupils, in support of English as an additional language or as part of a wider focus on raising attainment
	700421
	TSF - Ethnic Minority/Travellers
	
	33
	I04

	
	
	
	
	
	
	
	
	
	

	I05
	TSFINC
	The Standards Fund
	Standards Fund Revenue Income                                                                                                 Excludes                                                                                                                    TSF Income recorded on lines I01.I03,I04 and CI01
	720101
	Standards Fund Income
	
	33
	I05

	
	
	
	
	
	
	
	
	
	

	I06
	EF
	Other Government Grants
	Income from the Teacher training Agency                                                       The total of all development and other non-capital grants from the government; funding related to the Single regeneration Budget not already included in line I04 and Funding at school level for Education Action Zones, Income from specialist schools trust
	720201
	Other Govt. Grants
	
	34
	I06


	
	
	
	
	
	
	
	
	
	

	I07
	GRANTINC
	Other Grants & Payments Received
	NOF or Lottery Grants, European Union funding; and payments received from other 
	720001
	Grant Income
	
	34
	I07

	
	
	
	
	schools, e.g., from beacon schools to meet supply cover costs to enable your school to 
	742001
	Other Grants & Payments  Received
	
	

	
	
	
	
	participate in development activities organised by the beacon school, Income from recycling refunds
	742001
	Free Lets
	
	
	

	
	
	
	
	
	
	
	
	
	

	I08
	RENTINC  HIRINGS  BANKINT
	Income from Facilities & Services
	Income from meals provided to other schools, Income from assets such as the hire of premises, equipment or other facilities;                                                                                                                                   All other income from facilities and services e.g. income for consultancy, training courses 
	723501
	Other Facilities Income
	
	35
	I08

	
	
	
	
	and exam fees; Income from before and after school clubs, Income from community 
	737001
	Contribution Towards Staff Lodging
	

	
	
	
	
	activity, Income from non-catering vending 
	737101
	Hirings
	
	
	

	
	
	
	
	machines, bank account interest. Sale of 
	737501
	Rental Income
	
	
	

	
	
	
	
	items to pupils, stationery, musical 
	749401
	Bank Interest
	
	
	

	
	
	
	
	instruments. Income for private phone calls, photocopying. Income for student placements.
	720711
	Pupil Focused Ext Sch Other Income
	


	
	
	
	
	
	
	
	
	
	

	I09
	CATERINC
	Income from Catering
	Where the school runs its own catering, income  from catering/sch milk prov and 
	722001
	Pupil Meals Income
	
	36
	I09

	
	
	
	
	vending machines/plus income received 
	722101
	Adult Meals Income
	
	
	

	
	
	
	
	from catering contractors, e.g. where a contractor is in default of contract or has previously overcharged the school
	722201
	Other Catering Income 
	
	
	

	
	
	
	
	
	
	
	
	
	

	I10
	TBENINC
	Receipts from Supply Teacher Insurance Claims
	Income from staff absence insurance claims
	742201
	Insurance Benefit - Teaching
	
	37
	I10

	
	
	
	
	
	
	
	
	
	

	I11
	INSURINC
	Receipts from other Insurance Claims
	All insurance receipts in respect of claims for losses. Further Info: Insurance receipts 
	742101
	Insurance Reimbursement
	
	38
	I11

	
	
	
	
	for capital item claims should firstly be recorded under this heading and then 
	742211
	Insurance Benefit - Non-Teaching
	
	
	

	
	
	
	
	moved into Capital Income via Direct Revenue Financing E30
	742221
	Insurance Benefit - Nursery Nurses
	
	
	

	
	
	
	
	
	
	
	
	
	

	I12
	TRIPSINC
	Income for Contributions to Visits
	Income from parental contributions requested by the school for educational visits, field trips, boarding fees                                                                    
	733900
	Journey Income
	
	39
	I12

	
	
	
	
	Payments for damage to schools done by pupils.
	746201
	 Parental Contributions
	
	
	


	
	
	
	
	
	
	
	
	
	

	I13
	MUSICINC  OTLOCINC  DONATION
	Donations and/or Voluntary Funds
	All income from private sources under governing body control for purposes of the school or for the purposes of the maint. of the school premises,                                                                                                                    incl.: Business Sponsorship;                                                                         Income from fund-raising;                                             
	724201
	Other Local Income
	
	40
	I13

	
	
	
	
	Foundation, diocese or trust funds;                                                               
	729101
	Music Income
	
	
	

	
	
	
	
	Voluntary contributions from parents that are 
	748001
	Diocese and Trust Funds
	
	
	

	
	
	
	
	used to provide educational benefits for students;                                         
	749101
	Donations and Fundraising
	
	
	

	
	
	
	
	Monies from a trust fund used during the year to support educational needs at the school.                                          
	
	
	
	
	

	
	
	
	
	Local income.
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	I14
	SSG
	Schools Standards Grant
	All SSG funding less any amount that is spent on community focussed activity (see I16)                                                     
	700111
	School Standards Grant
	
	29
	I14

	
	
	
	
	SSG Personalisation.
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	I15
	EXTGRANT
	Pupil Focused Extended School Funding and/or Grants
	Income that is deemed to be for pupil focussed extended activities.                                                                                                                 Extended school standards fund
	720701
	Pupil Focused Ext Sch Funding/Grants
	
	30
	I15


	
	
	
	
	
	
	
	
	
	

	I16
	EXTCOM
	Community Focused Extended School Funding and/or Grants
	Grants/Funding for community focussed activities                                                                   Sure start funding for community focussed activities                                                             Funding from SSG I14
	720721
	Comm. Focused Ext Sch Funding/Grants
	31
	I16

	
	
	
	
	
	
	
	
	
	

	I17
	EXTFAC
	Community Focused Extended School Facilities Income
	Income for community focussed extended activities that cannot be funded from the delegated budget.
	720731
	Comm. Focused Ext Sch Other Income
	32
	I17

	
	
	
	
	
	
	
	
	
	

	
	
	VAT
	
	VAT Reimbursements
	746101
	VAT Reimbursement
	
	
	

	
	
	
	
	
	
	
	
	
	

	CI01
	C101
	Capital Income
	Capital funding from public sources managed by the governing body, including 
	751000
	Capital Allocation
	
	41
	CI01

	
	
	
	
	TSF DFC;                                                       
	751011
	TSF  Capital
	
	
	

	
	
	
	
	Proceeds from the sale of fixed assets                                     
	751021
	TSF Seed Challenge Grant
	
	
	

	
	
	
	
	E-learning credits
	751031
	TSF Other Capital Grants
	
	
	

	
	
	
	
	
	751031
	TSF Other Capital Grants - Specialist Grant
	

	
	
	
	
	
	751041
	E-Learning Credits
	
	
	

	
	
	
	
	
	TBA
	Income from Sale of Fixed Assets
	
	
	

	
	
	
	
	
	
	
	
	
	

	CI03
	C103
	Voluntary                               or                                  Private Income
	Voluntary or Private income included donations dedicated for use as capital funds
	750900
	Private Capital Income
	
	41
	CI03

	
	
	
	
	
	
	
	
	
	

	CI04
	C104
	Direct Revenue Financing
	Amount from revenue applied to capital financing;                               This is an exact match to E30
	750800
	Revenue Financing - Capital Works
	
	41
	CI04
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14 - HERTFORDSHIRE COUNTY COUNCIL

DEVELOPMENT AND CONTROL OF INVENTORIES
1)
Each Chief Officer is required by a resolution of the County Council to ensure that inventories are maintained covering all valuables, equipment and furniture within their department and that there are adequate arrangements to ensure that inventories are accurate and kept up to date.  This responsibility would normally be delegated to departmental administrative officers, or Headteachers of establishment where appropriate.

2)
Whilst smaller schools may wish to have one inventory covering the whole school, the larger schools may devolve the day to day upkeep to departmental heads / other managers, with separate inventory records covering each section.  

3)
An official inventory form (form A228), is available from County Supplies.  New inventories being compiled should use this form.  Existing inventories not on form A228, but which include all the information required need not be transferred, but those which do not include all information need to be brought up to date.

4)
Inventories should record all items of a portable, attractive  or valuable nature, and which have a value of £1000 or more.  Other items of less than £1000 in value, but which would be attractive either for their resale value or for their usefulness to a private individual should also be recorded.  This limit may be varied by the Director of Finance.  The cost of items (excluding VAT), should be recorded where this is known.  Inventories which need to be introduced or updated need not record the cost of items where this is not known and where finding the information would present some difficulty.  However, items subsequently added to the inventory must have their values 
shown.

5)
The following are examples of items that should be recorded.  It does not claim to be an exhaustive list.

i)
Computer equipment and software packages, larger calculators, adding machines, etc.

    ii)
Typewriters, photocopiers, duplicators, etc.

    iii)
Equipment or appliances of use in a domestic environment such as microwaves, kitchen equipment, sewing machines, telephones which can be unplugged, etc.

iv)
Tools and equipment of both scientific and non-scientific natures, including garden, grounds maintenance or leisure equipment, vehicle accessories, etc.

v)
Audio and video equipment including televisions, radios, video recorders, cameras and accessories, projection equipment, etc.

vi)
Items such as paintings, silverware/trophies, exhibits of an historical or other nature, musical instruments, etc.

vii)
Removable carpets and furniture that could have a resale value, or could be of use to a private individual.

6)
Electrical equipment/appliances should have their serial numbers recorded in the inventory.  In the case of micro-computers, the component parts (keyboards, 

disk drives, monitors, etc.) and peripheral equipment (printers, plotters, mice, etc.) should be separately recorded with their individual serial numbers.  

7)
Entries for computer software packages should specify names of packages and versions or release numbers (these will be printed on the box and/or instruction book and/or disc labels), and the number of software discs included in it, e.g.:


Dataease, version 2.5:  
1 system disc,





 
1 utilities disc,






 1 tutorial disc.

Other floppy discs, etc. should be regarded as consumables and need not be recorded.

8)
Entries in an inventory do not necessarily indicate ownership by the County Council.  All items which either belong to, or are in the care, custody or safekeeping of the County Council which satisfy the above criteria should be recorded regardless of whether purchased from official funds, obtained by donation, or whatever.  (Note : items purchased in the name of Hertfordshire County Council will invariably represent the property of the Council - this is automatically the case if the purchase was properly made net of VAT).  Items which belong to members of staff, pupils, residents, etc. should not be recorded unless the County Council is officially responsible for them.

9)
The disposal of equipment should be recorded, with authorisation, date, method of disposal, (e.g. sale, transfer to another inventory, theft etc.), and where appropriate sale proceeds.  Thefts should be reported to the Headteacher, Governing Body and Internal Audit, and where appropriate the insurance officer and Police.

10)
The officer in charge of the area to which the inventory relates should ensure that it is kept up to date in terms of acquisitions, disposals, etc.  The Headteacher of should ensure that all inventories under their control are checked at least annually, and at a change of officer responsible for inventory upkeep.  The annual check should be by an officer not connected with the maintenance of the inventory, unless staff resource considerations make this impossible.  Inventories should be certified and dated to record the annual check.

11)
if an annual inventory check is not practical, then as an alternative an ongoing programme of (random) sample checks should be undertaken to confirm that the existence, condition and location of items corresponds with the inventory record.  Further, a check on all items by location to the inventory should reveal whether all items have been recorded in the inventory.

12)
All inventories must be kept available for inspection by authorised officers within the department, and by Internal Audit.

13)
Queries regarding inventories which cannot be answered within a department may be referred to Internal Audit.
15 - RETENTION OF ACCOUNTING RECORDS

Documents must be retained for the periods shown, ensuring that these documents are properly safeguarded to prevent loss, destruction or unauthorised alteration.
	DOCUMENT 
	RETENTION

PERIOD

	Budgets – Detailed Working papers
	6 Audited Years

	Approved Budget Returns
	6 Audited Years

	Income and Expenditure Statements
	6 Audited Years

	Schools local income and expenditure records (computerised or manual)
	6 Audited Years

	Monitoring and Control Records
	6 Audited Years

	Travel Claim Sheets
	6 Audited Years

	Payment and Receipt Vouchers
	6 Audited Years

	Paid/ Spoilt/ Cancelled Cheques
	3 Audited Years

	Paying-in/ Credit Transfer books
	6 Audited Years

	Bank Statements
	6 Audited Years

	Annual School Statement
	6 Audited Years

	School Meal records
	3 Audited Years

	Cashless Catering Sales records
	3 Audited Years

	Till reconciliation sheets
	3 Audited Years

	Free School meals records
	3 Audited Years

	VAT reimbursement
	6 Audited Years

	Official Order Books 
	3 Audited Years

	Delivery Notes
	3 Audited Years

	Petty Cash Books
	3 Audited Years

	Postage Book
	3 Audited Years

	Stock Records
	3 Audited Years

	Sales Books
	3 Audited Years

	Invoices (debtors)
	6 Audited Years

	Lettings Diary
	3 Audited Years

	School Journey Books
	3 Audited Years

	School Trip Records 
	3 Audited Years

	Music Records
	3 Audited Years

	Any Supplementary Income records
	3 Audited Years

	Inventory
	In perpetuity

	Attendance Register details
	3 Years after completion

	Staff contracts* 
	6 audited years*

	Timesheets
	6 audited years

	New starter appointment forms*
	6 audited years*

	Variation forms*
	6 audited years*

	Maternity Leave
	6 audited years

	Other allowances
	6 audited years

	Ex Gratia / Honoria
	6 audited years

	Emergency Payments
	6 audited years

	Leavers
	6 audited years


* Keep records in perpetuity for current employees
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Ensure Back up procedures are maintained 





Ensure Account records Retention and Disposal Policy is maintained





Prepare Disaster programme specific with [NAMES] depending on extent of data loss.





Take steps to 


Re-input data.





Compile log, wherever possible, of data lost since available Back up.





Establish last Back up tape available





Establish links with Herts IT for guidance.








� Some information might be confidential or otherwise exempt from the publication by law – we cannot therefore publish this
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