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DfES Financial Management Standard for Schools 

1.
Leadership and governance

1.1 The staff and governors have a shared understanding of their own financial management 
roles and responsibilities and those of others.

1.2 
School governance arrangements ensure that governors are able to fulfil their financial 
management roles and responsibilities properly.

1.3
The headteacher and bursar (if in post) operate with financial integrity setting an example 
to governors and staff alike.

1.4 The governing body has considered, signed and published a controls assurance statement confirming that resources have been properly managed.

1.5 The school has effective governance arrangements covering issues which include conflicts of interest and whistleblowing.

2. 
People management

2.1 The governing body includes individuals who are able to:
· be an effective “critical friend” on financial management issues

· provide strategic leadership on financial management issues

· ensure financial management accountability

2.2 
The staff with financial management responsibilities include individuals who are 
organised in a way that enables them to:

· provide a strategic view

· ensure accountability requirements are met

· facilitate the effective operation of financial processes

3. 
Policy and strategy

3.1 The school has an annual budget that:

· is realistic and affordable in relation to available resources and cash flows

· is approved by governors on a timely basis

· reflects the school improvement plan

· is consistent with any longer term financial plans for recovering deficits or saving up for future developments

4.
Partnerships and resources

4.1 The LEA and the school have agreed their respective financial management roles and responsibilities.

4.2 The school has procurement arrangements in place to secure value for money from all suppliers including the LEA and outside contractors.

5. 
Processes

5.1 The financial management information provided to governors and staff meets their needs by being:

· relevant

· accurate

· timely

· user friendly

5.2 
The school provides the LEA with accurate and up to date information in accordance with 
the LEA’s needs.
5.3 
The school complies with consistent financial reporting requirements on a timely basis.

5.4 
The school has up to date, documented and approved financial regulations that are 
implemented consistently.

5.5 
The school has up to date, documented and approved detailed financial procedures that 
are tailored to the school’s need and implemented consistently in practice.
5.6 
The school maintains proper accounting records throughout the year.

5.7 
The governors and staff have evidence that there is effective control over:

· financial management system

· income received

· payroll

· purchasing

· the banking system

· petty cash holdings and payments

· taxation system

· voluntary funds

· the school’s assets


Responsibilities

Governing body

The governing body has collective responsibility for financial decisions that are made and decide the strategic direction of the school supported by information and advice from the headteacher.

The statutory position

The statutory responsibilities of the governing body are detailed in section 21 of the Education Act 2002. The DfES summarises their responsibilities as follows, to:

· manage the school budget, consider the annual budget plan, approve the budget, consider and approve any proposed revisions to the budget plan

· decide on how to spend the delegated budget subject to conditions set out in the LEA scheme within the financial year

· decide whether to delegate their powers to spend the delegated budget to the headteacher. If they do, they should establish the financial limits of delegated authority

· comment to the LEA, when required to do so, on significant changes to the LEA’s fair funding formula

· make sure accurate accounts are kept 

· determine the staff complement and a pay policy for the school (in accordance with School Teachers’ Pay and Conditions)

· act as a ‘critical friend’ to the headteacher by providing him/her with advice and support and challenging his/her views when necessary

· determine a written policy on staff appraisal, after making sure that all staff have been consulted about the staff appraisal process

Key responsibilities of the governing body as defined by DfES

· setting financial priorities through  the school improvement plan (SIP),  three year financial plan and  annual budget

· deciding  how the school’s delegated budget should be spent, in accordance with the SIP and the statutory curriculum requirements laid down by government

· approving the annual budget and monitoring expenditure

· ensuring the budget is managed effectively

· ensuring the school meets all its statutory obligations and that there is compliance with the LEA’s financial regulations or standing orders

· determining virement and expenditure thresholds

· evaluating the effectiveness of spending decisions

Specific responsibilities of the governing body

· adopting sound financial procedures which comply with DfES guidance for public and private funds

· ensuring that, for private funds, the school also adheres to Charity Commission guidance

· ensuring  there is a financial procedures manual and that employees understand the procedures they must operate

· ensuring job descriptions are in accordance with the financial procedures manual

· establishing formal procedures for budget planning

· establishing a charging policy for the supply of goods and services

· ensuring a balanced budget is set in accordance with ‘best value’ principles

· monitoring the budget throughout the year and implementing virements as necessary

· ensuring in conjunction with the headteacher that

· salary payments are only made to school employees

· salary payments are made in accordance with appropriate conditions of employment

· salary payments are only made for services provided to the school

· payroll changes are accurately recorded and promptly processed

· maintaining a register of business interests

· ensuring the school has adequate insurance cover

· deciding whether or not to insure risks not covered by the LEA

· authorising the disposal or write off of stock

· ensuring that accurate financial records are maintained that can provide auditors and inspectors with explanations they consider necessary

· responding promptly to recommendations made by auditors and inspectors

· adopting audit recommendations and monitoring their implementation

· reporting to parents annually on governors’ stewardship of the school’s finances 

Business Support Committee

The governing body has established a finance committee, which meets termly, or more frequently if necessary.  The governing body has: 

· defined its terms of reference

· prescribed the extent of its delegated authority

· ensured it receives minutes of the committee’s meetings

The governing body reviews the finance committee’s remit and membership annually.

Role of the business support committee

The finance committee is non statutory and includes the following within its remit, as recommended by DfES:

· review the budget for approval by the governing body

· exploring different expenditure options and assessing expenditure bids

· forecasting likely future pupil rolls and income levels

· monitoring budgeted income and expenditure

· monitoring and adjusting in-year expenditure levels

· ensuring accounts are properly finalised at the year end/reviewing the outturn

· evaluating the effectiveness of financial decisions

· oversight of the school’s voluntary/private fund

Role of the headteacher

The headteacher is responsible for the following, in accordance with DfES guidance:

· the internal organisation, management and control of the school

· advising on, and implementing the governing body’s strategic framework

· formulating aims and objectives, policies and targets for the governing body to consider adopting

· reporting on progress to the governing body at least once a year

· formulating and implementing policies to enable the school to achieve its set targets

· providing the governing body with  enough information to ensure that they are confident that delegated responsibilities and the headteacher’s responsibilities have been met

· along with other professional of staff, accountable to the governing body for the school’s performance

· drawing up, and submitting to the Finance Committee, an annual budget plan and any proposals for revisions to the budget plan during the course of the Financial Year

Other financial related activities delegated to the headteacher

· leading and managing the SIP which is underpinned by sound resource planning, and identifies priorities and targets for ensuring that pupils achieve high standards and make progress, increase teachers’ effectiveness and secure improvement of the school’s performance

· ensuring that the relevant LEA financial regulations/standing orders or DfES requirements are implemented

· ensuring the efficient and effective deployment of the school’s resources

In addition, the headteacher will oversee the Bursar in

· establishing and maintaining sound internal financial controls which are managed on a daily basis by the bursar

· the effective implementation of current financial systems and procedures described in the financial procedures manual

· ensuring  that the funds delegated to the school  are in accordance with their legal entitlement

· compiling draft budgets for the governing body and appropriate committees

· producing regular reconciled budget/financial reports to the governing body, LEA and DfES as appropriate

Responsibilities of the headteacher in respect of the management of resources

The headteacher has responsibility for

· considering the budget regularly and making necessary adjustments

· obtaining governors’ approval for any budget virements over his/her delegated authority level

· considering and responding promptly to recommendations in school audit/inspection reports, and advising governors of results and any remedial action to be implemented

· ensuring the maintenance of accurate and current inventories of all attractive and portable items

· ensuring the adequacy of the school’s insurance arrangements as part of the annual financial review

· implementing school pay policy and appointment procedures

· planning for effective monitoring, evaluating and reviewing of the SIP to secure progress and school improvement

· thinking creatively and imaginatively to anticipate and solve problems and identify opportunities

· ensuring that resourcing and staffing are dedicated to ensuring the highest standards of achievement for all pupils

· setting appropriate priorities for expenditure, allocating funds and ensuring effective Finance control

· managing and organising accommodation efficiently and effectively to ensure it meets needs of the curriculum and health and safety regulations

· managing, monitoring and reviewing the range, quality, quantity and usage of all available resources in order to improve pupil’s achievements, ensure efficiency and secure value for money

The role of the bursar

The bursar is responsible for:

Finance 

Working with the head teacher, the bursar will prepare an annual budget for the school and this is submitted to the governing body.  The bursar will also be able to provide specific expertise in long-term financial management.  The bursar will be involved in the following areas of activity:

· budgeting

· providing financial advice

· accountancy

· generating and monitoring income

· administering the payroll

· arranging and checking insurance

· costing 

· developing financial policy

Personnel

· Responsibility of administration for all appointments and terminations of staff

· Advising on Conditions of Service 

· Staff appraisal and Performance Review with premises and admin support staff

· Personnel Administration

Premises 

The bursar has overall responsibility for the management and maintenance of the buildings, facilities, grounds, fabric and furnishings of the school.  This includes:

· Planned development and improvement of school accommodation 

· Premises security

· Maintenance contracts

· Ensuring efficient use of accommodation

· The provision and utilisation of equipment

· Site services and administration

· Management of external contractors

· Management of cleaning function

Financial competencies

The school has adopted DfES guidance regarding competencies required of:

· Governors on the Finance Committee

· Finance staff 

The school carries out an assessment of competencies whenever a new member of the governing body or a new employee is recruited.

Copies of these assessments are held by the Clerk to the Governors and can be viewed at any time.

The governing body are trained in financial matters and the school maintains a log of this training.

All staff who process accounting transactions are trained in accounting and the school’s computerised systems. They receive detailed descriptions of their duties and how the systems operate.  The school has made arrangements for maintaining sound financial control in the absence of key members of staff.

Register of business interests, gifts and favours
The governing body and members of staff who can influence buying decisions recognise their responsibility to avoid any conflict between their business and personal interests and those of the school.

The school therefore maintains a register of the business interests of each governor, member of staff with significant financial responsibilities, their relatives and other individuals who may exert influence. The register includes:

· interests with suppliers from which the school may wish to buy goods or services

· interests in the appointment, salary, promotion or conditions of service of members of staff

The information in the register is taken into account whenever buying or staffing decisions are made. Any governor or member of staff who has an interest in a business tendering for a contract does not form part of the committee awarding the contract. Any governor or member of staff who has an interest in the appointment, salary, promotion or conditions of service of a member of staff does not form part of the committee recommending or deciding these.

Governors and members of staff are required to inform the school of any changes in their interests as these arise so that they can be entered in the register. The register is also updated annually. Nil returns are obtained as appropriate. Any governor or member of staff who is unwilling to declare their interests or complete a nil return is not permitted to influence a buying or staffing decision. 

The register is freely available for inspection by governors, staff and parents.

Receipt of gifts, hospitality, entertainment and other services

Governors and members of staff involved in making buying decisions do not accept excessive, frequent or regular gifts, hospitality, entertainment or other services from existing or prospective suppliers. When considering whether to accept such offers, they consider whether they could affect their independence or cause concern that they might affect their independence. The school maintains a register of gifts and favours offered and whether these were accepted or rejected. Governors and members of staff are required to inform the school of such offers as they arise.

The following are considered acceptable gifts or favours:

· a modest working lunch to discuss business

· attendance at trade fairs or similar events where there is a general invitation to customers

· attendance at cultural or sporting events sponsored by the company concerned

· attendance at a company anniversary celebration

The following are considered unacceptable gifts or favours:

· holidays, hotel accommodation or a company flat

· tickets for cultural or sporting events not sponsored by the company concerned

Expenditure on gifts, hospitality, entertainment and favours

The full governing body approves any expenditure on gifts, hospitality, ex-gratia payments and losses to be written off. The school maintains a log of these. Such expenditure is only authorised if the governing body can demonstrate that they have taken into account the principles of probity, accountability and value for money.

Expenditure on hospitality from public funds is only incurred in the provision of education. Hospitality is generally only provided in the workplace and usually restricted to tea/coffee and biscuits or soft drinks. Modest hospitality is occasionally provided outside the workplace. The headteacher maintains a register of the occasions when hospitality is provided, the number of people involved and the costs incurred.

Private use

The school does not obtain goods or services for the private use of governors and members of staff. Governors and members of staff may not:

· hold any interest in any equipment or property held or used for the school

· acquire any interest in the disposal of school equipment or property at the end of any contract between the school and any third party

Register of Business Interests

Name of Governor or Member of Staff : 

	Name of Business
	Nature of Business
	Nature of Interest

Direct or Indirect

(Indirect - If you know someone with an interest in a business please state whether they are a family relation, friend or a business associate),
	Direct Interest

Date of appointment or acquisition


	Direct Interest

Date of Cessation of Interest



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


I certify that I have declared all beneficial interests which I or any person closely connected with me have with businesses or other organisations which may have dealings with the school.

Signed : .............................................................
Date : ....................

Audit

Public funds

The school comes within an internal audit regime determined by the LEA, and within the LEA external audit regime as determined by the Audit Commission. The school provides access as necessary for audit purposes to its records, for both internal and external auditors.

The headteacher must inform the LEA head of audit and the governing body immediately if the following are discovered or suspected:

· loss or misuse of money

· financial irregularities

· fraud

Private funds 

The school has appointed an external auditor to audit the school’s private funds.

The school provides the LEA with annual audit certificates for the private fund.  The auditor of private funds is not connected with the administration of those funds and is not connected with the governing body.

The governing body reports any suspected irregularities to the auditor.

The headteacher presents the audited accounts, audit report and auditor’s management letter to the Governors’ Finance Committee when the annual audit has been completed. 

insurance

Although funds for insurance are delegated to the school, the School has made the decision to buy into the cover arranged by the LEA with Zurich Municipal. 

This policy insures against risks associated with the following:

· third party liability

· loss of, or damage to buildings and contents

· Occasional business use of employee’s vehicles

· Minubus

· loss of assets through fraud or dishonesty on the part of employees

· School journeys

· Work experience (if abroad additional cover must be requested)

Details of all insurance policies held by the school are kept in the school's finance office.

The school does not give any indemnity to a third party without the written consent of their insurers. 

The school immediately informs its insurers and the LEA of all accidents, losses and other incidents, which may give rise to an insurance claim.

The Bursar deals with all insurance claims.

Taxation

The school abides by the procedures issued by the LEA in connection with VAT.

The school abides by the procedures issued by the LEA in connection with CITS.

WHISTLEBLOWING Policy

Preamble

The Second Report of the Committee on Standards in Public Life: Local Public Spending Bodies published by The Nolan Committee used the term ”whistleblowing” to mean the confidential raising of problems or concerns within an organisation by a member of staff.  This is not “leaking” information but refers to matters of impropriety eg a breach of law, school procedures or ethics.  Nor is whistleblowing the raising of a grievance within the school (which would be dealt with under the staff grievance procedures).

Introduction

The staff and governors at Fosse Way School seek to run all aspects of school business and activity with full regard for high standards of conduct and integrity. If members of school staff, parents, governors or the school community at large become aware of activities which give cause for concern, this whistleblowing policy should be implemented.  It acts as a framework to allow concerns to be raised confidentially and provides for a thorough and appropriate investigation of the matter to bring it to a satisfactory conclusion, under the school’s disciplinary procedure. 

We are committed to tackling fraud and other forms of malpractice and treat these issues seriously. We recognise that some concerns may be extremely sensitive and has therefore developed a system which allows for the confidential raising of concerns within the school environment but also has recourse to an external party outside the management structure of the school.

When might the whistleblowing policy apply?

Individuals are encouraged to come forward in good faith with genuine concerns knowing they will be taken seriously. A whistleblower should ask a few questions before taking action:

· Is it, or do you believe it to be, illegal?

· Is it, or do you believe it to be, against codes of practice issued by the school, the LEA, the DfES or a professional body?

· Does it contradict what the employee has been taught, or should have been taught?

· Is it about an individual’s behaviour or is it about general working practices?

· Has the whistleblower witnessed the incident?

If any individual raises malicious unfounded concerns or attempts to make mischief, this will also be taken seriously and may constitute a disciplinary offence or require some other form of penalty appropriate to the circumstances. 

All allegations should be capable of being dealt with through the disciplinary procedure and will be considered appropriately.

Where the alleged activity or behaviour cannot be dealt with under the scope of other procedures then consideration should be given to using this whistleblowing policy eg

· manipulation of accounting records and finances

· inappropriate use of school assets or funds

· decision‑making for personal gain

· any criminal activity

· damage to the environment of the school

· dangerous practices

· abuse of position

· fraud and deceit or corrupt practices

· serious breaches of school procedures which may advantage a particular party (for example tampering with tender documentation, failure to register a personal interest)

· sexual or physical abuse of pupils or others

· other unethical conduct.

Anonymous allegations will only be considered if the issues raised are:

· Very serious

· The credibility of the allegation is considered to be high

· The likelihood of confirming the allegation is high.

Procedure

The whistleblower should raise the matter internally in the first instance with their line manager (or the Headteacher if the line manager is the one under suspicion).  This will allow them to right the wrong and give an explanation for the behaviour or activity.  Alternatively the whistleblower may request a private and confidential meeting in the first instance with the person who is causing concern.  He/she may be accompanied by a representative of their choice if they so wish (e.g. Union representative or friend).

All matters will be treated in strict confidence and anonymity will be respected wherever possible.  Written, dated and signed supporting evidence and statements should always be taken to any meetings if possible.

Alternatively if the whistleblower considers the matter too serious or sensitive to raise within the internal environment of the school, the matter should be directed in the first instance to the Head of the Finance at the LEA, although the LEA will need to involve the appropriate governors.

The LEA will have its own procedures for dealing with such matters and will ensure every effort to respect the confidentiality of the whistleblower. The LEA will ensure relevant officers of the legal team, finance team or Department for Education and Skills are informed as appropriate and should advise the Governing Body of appropriate steps to take.

How will the matter be progressed?

The individual(s) in receipt of the information or allegation (the investigating officer(s)) will carry out a preliminary investigation. This will seek to establish the facts of the matter and assess whether the concern has foundation and can or should be resolved internally. The initial assessment may identify the need to involve third parties to provide further information, advice or assistance, for example involvement of other members of school staff, the school's external auditors, legal or personnel advisors, the police or the Department for Education and Skills.

Records will be kept of work undertaken and actions taken throughout the investigation. The investigating officer(s), possibly in conjunction with the Chair of Governors or nominee, will consider how best to report the findings and what corrective action needs to be considered. This may include some form of disciplinary action and/or third party referral such as the police.

Depending on the nature of the concern or allegation and whether or not the investigating officer considers there to be a case to answer, the disciplinary procedure may be applied. In such cases any disciplinary action will be considered by the dismissal committee and if appropriate the dismissal appeals committee of the Governing Body. Where a case is proven on the balance of probability the matter will be reported to the full Governing Body, the LEA and where appropriate the DfES and GTC.

If the whistleblower is dissatisfied with the conduct of the investigation or resolution of the matter or has genuine concerns that the matter has not been handled appropriately, the concerns may be raised with the Chair of Governors or, for financial impropriety, the school’s Responsible Officer.  If that fails to resolve matters then the employee should seek the assistance of “Public Concern at Work” on 0207 404 6609.  For any concerns taken outside of the school this policy will not apply and any employee raising issues on a wider basis, eg with the press, without following the procedure in this policy may be liable to disciplinary action.

Respecting confidentiality

Wherever possible we will seek to respect the confidentiality and anonymity of the whistleblower and will as far as possible protect him/her from reprisals. Any attempt to harass or victimise the whistleblower will not be undertaken or attempts to prevent concerns being raised will not be tolerated.  Any necessary disciplinary or corrective action appropriate to the circumstances.

Conclusion

Existing good practice within Fosse Way School in terms of its systems of internal control, both financial and non‑financial, and the external regulatory environment in which the school operates, ensure that cases of suspected fraud or impropriety rarely occur. This whistleblowing policy is provided as a reference document to establish a framework within which issues can be raised confidentially internally and if necessary outside the management structure of the school. This document is a public commitment that concerns are taken seriously and will be actioned. Any actions arising from allegations/investigation must be in accord with the school’s disciplinary procedure, which should cover all of the potential areas of concern.

FINANCE POLICY

Aims

· To use funding to provide adequate resources of staff, equipment, material etc., to meet the needs of pupils.
· To enable resources to meet the requirements of the implementation of the National Curriculum.
· To enable the schools aims and objectives to be outworked within the framework of the S.D.P.
· To structure a budget that:-

· expresses the school’s aims and policies in resource terms

· assesses priorities

· gives managers authority to spend

· provides a framework for financial control

· provides a means to check that agreed policies are being carried out
· to operate a reliable and efficient financial administration system.
· To have clear structured systems and procedures that are accepted and understood by those using them.
· To operate a financial control system which conveys clear messages and signals early warnings.
· To provide clear outlines of financial responsibility between Governors, the Headteacher, Bursar and the School Finance Officer.

GUIDELINES

· The responsibility for the financial administration of the school rest with the Governing Body, its committees, particularly the Business Support Committee, Headteacher and Finance Staff.

· The educational objectives of the school are prioritised and reflected in the varied levels of budget provision.  Those people responsible for managing the school finances seek value for money and ensure effective, regular monitoring of the financial position.

· The internal financial controls adopted at Fosse Way School seek to ensure the accuracy and reliability of financial transactions.

· Adequate insurance is provided against exposure to risks.

· The school operates a computerised system of financial administration and is registered under the Data Protection Act 1984.

· The personnel of the school are crucial to the effective running of the school and efficient procedures are adopted for the administration of personnel matters.

· To protect stock, stores and other assets, acquisitions should be recorded and adequately safeguarded against loss or theft.

· Income is a valuable resource to the school and must, therefore be identified and all collections receipted, recorded and banked promptly.

· The operation of all bank accounts is monitored closely and reconciled with accounting records.

· The voluntary school fund is to be administered as rigorously as the school’s formula-funded budget.

BUDGET
· The Budget has a controlling influence over the whole cycle of school affairs.  It will reflect the aims and objectives of the school within the available resources and will be based heavily upon the School Development Plan.

· The aims and objectives of the school are contained within the School Prospectus.

· Within the School Development Plan target areas and success criteria are identified, along with identified needs, both physical and training.  The financial provision for the physical identified needs and majority of supply costs arising from training will be met from the Formula Funded Budget and staff training needs from the Standards Fund allocation.  The S.D.P. will identify priority areas of expenditure.

· The Business Support Committee will meet at least once each Spring Term to plan the budget in the light of provisional figures.  Early in the summer term, when final figures are received, the Business Support Committee will construct the final Budget.  This will be monitored throughout the year.
· When planning the Budget, issues of staffing, resource provision and training will be taken from current expenditure levels based upon pupil numbers and curriculum needs as identified in the School Development Plan.

· When planning expenditure for the coming year, plans should not exceed the available budget, be adjusted for surpluses/deficits from previous years and make provision for pay or price rises or other contingencies.

· Curriculum co-ordinators are responsible for individual budgets which they would have submitted a bid for and linked to the SDP

· The Bursar should monitor the Budget and forecast cash flow to take account of spending patterns, i.e. higher energy consumption in the winter months.

· The Bursar should provide regular reports to the Governing body on spending, including committed sums not yet paid.

· Specific budget limits will be set and the responsibility for initiating invoices will rest with the staff, with the School admin staff administering all orders, payments and authorisation of payments

· Staff will be given reports comparing the amount spent or committed to date against their budget.  Allocations within each department should be spent in each financial year.  There will be no provision within class allocations for ‘carry forward’.

· The School Development Plan will be reviewed at one governor’ meeting each term to assess progress against the objectives.
· The Headteacher will report to the Governing body any proposals for policy changes which significantly affect the income and expenditure budgets.  Each Summer Term, the Headteacher will highlight for governors current and future costs or income for consideration alongside the School Development Plan.

INTERNAL FINANCIAL CONTROL

· The school will use SIMS FMS for processing and recording transactions.

· The identified people with responsibility for receipts and payments are the Headteacher, Bursar and the School Finance Officer.

· Orders will be raised with the authorisation of the Headteacher and when goods are delivered the invoice shall be processed by the S.F.O. and certified with the school stamp for payment initialled by both the Bursar and the S.F.O.

· A record of all transactions will be documented.  All accounting records are kept up to date and checked on a regular basis.

· Staff responsible for the management of the school shall attend relevant courses to enable financial systems and procedures to be kept up to date.

· The SFO/bursar. shall be responsible for calculating, checking and recording money due to or from the school.  Collecting money may be carried out by class teacher and passed to the S.F.O. for checking and banking.

· Alterations to school cheques, invoices, orders and vouchers shall be made clearly in ink or other permanent form.

· Accounting records shall be properly maintained and held securely in the safe.  Cheque books, paying in books and bank statements will be kept for six years.  Attendance registers for four years and other financial documents for three years.

· Only authorised staff (Headteacher, Bursar School Finance Officer, Deputy Head) should be permitted access to the accounting records which will be kept securely in the School Office.

· The school / Business Support Committee refer to the BANES Scheme for Financing Schools for guidance on financial control.

· The school / Business Support Committee refer to the BANES Schools Financial Regulations for guidance on financial regulations

 COMPUTER SYSTEMS

· The school networks within the school are based on 2 servers, 1 for administration and one for curriculum.  
· The admin network processes and records financial and other management data.  All information stored is protected, backed up and restricted to authorised users.  
· All teaching staff are issued with a laptop for school use.  
· The Headteacher and Governing body are registered under the Data Protection Act 1984.  
· The Network Manager is responsible for the maintenance and security of both networks and all laptops.
· Back up disks are securely stored, off-site.
· The Headteacher, deputy and school admin team are the only authorised computer users for issues of school management.
· Passwords must remain confidential and stored in sealed envelopes in the school safe.
· Only authorised software is to be used.
· Audit trails, using the SIMS FMS system, to be submitted termly to the LA.
· The Bursar and S.F.O. to take advantage of regular training opportunities provided by the LA. with regard to the computerised system.

PURCHASING

The school has a purchasing policy.

Purchasers should endeavour to provide value for money, in terms of quality, quantity, time and price.

Value for money

· The Governing body should ensure that value for money is obtained when purchasing, by testing the market before committing expenditure.

· Where the estimated value of purchases exceeds £5000 three written quotations will be received unless it is impracticable to do so.  If this is the case the reasons should be reported to the Governing body and minuted.

· When expensive purchases are being arranged e.g. photocopiers, major repairs etc., quotations will be examined by the Business Support Committee before an order is placed or a contract is signed.

· The deputy and bursar shall authorise all orders for purchases up to £1000 and Headteacher £3000.  The Business Support Committee shall approve all purchases between £3000 and £7000.  Any item costing more than £7000 must be referred to the Governing body for approval.

· Tenders

· Advertisements will be placed in suitable places when tenders are sought.

· Tenders must comply with E.E.C. regulations.

· For building work, the Diocesan approved and appointed architect shall be responsible for the submission, opening, receipt and recording of tenders.  For items of purchase the Finance Committee of the Governing body shall be responsible for all procedures relevant to quotations.  If technical or financial evaluation is necessary then advice from suitably qualified personnel shall be sought.

· The tender which proves best value will usually be that accepted.

· After discussion with the LA relevant professional bodies (i.e. architect) contract documentation will be drawn up.
· Contractors will be required to demonstrate that they have insurance cover for public liability to the value of £2 million.

Orders for Goods or Services

· Written orders produced via SIMS FMS, will be used for all goods and services except petty cash payments.  

· Prior to placing an order the school ensures that the item or service is necessary and affordable within the school budget.  The agreed expenditure code is recorded on the order.

· All purchases (except those agreed as exempt eg utilities) require an official pre-numbered order.  This includes those purchases ordered verbally or by fax for reasons of urgency or emergency.   These will be retained in files in the office in numerical order. 

· Orders must only be used for goods, services provided to schools – not for private use.

· All orders include a full description and full price to assist with accurate checking of deliveries and invoices plus entering the commitment on the finance system.

· Orders may only be certified by the Headteacher, Deputy Head and bursar.

· Orders may only be sanctioned if goods are appropriate, needed and there are sufficient funds within the budget.

· Original copies of completed orders are stored in numerical order in the office

· The financial control system used Fosse Way School should enable accurate identification of committed expenditure.  When orders are placed, the estimated cost is committed against the appropriate budget allocation to enable budgets to be closely monitored.

LEASING
· Whenever the school intends to enter into a lease or other long term hire contract, the Council’s Treasurer’s Financial Services will be contacted to obtain prior approval and compliance with Financial Regulations.
PAYMENT OF INVOICES
· Goods and services should be checked upon receipt to ensure that they are in accordance with the order.  Checks will normally be made by the School Finance Officer and signed for.
· Payment will only be made upon receipt of a proper invoice.  The invoice is checked for accuracy against the order process and goods received notes.  This is recorded on the certification stamp.

· It must be checked, and certified for payment by the School Finance Officer, Bursar, deputy and Headteacher.

· Receipt of goods, services must be cross referenced to the order number

· Expenditure must be properly incurred and payment must not have already been made.  Invoices should be paid within the legally required Prompt Payment period.

· Prices must accord with quotations, tenders, contracts or catalogue prices and the arithmetic correct

· VAT amounts must be correctly treated

· Invoices should be correctly coded

· Discounts should be taken where available

· Invoices should be stamped and initialled by the School Finance Officer, for goods received, invoices not previously paid and prices & calculations correct and authorised for payment by the Bursar.

· Paid invoices must then have the cheque number noted in the appropriate box

· Paid invoices are attached to the delivery note and the cheque stub and filed in alphabetical order and stored in the office

· Payment will only be made on copy invoices when every effort has been made to trace the original – these must be endorsed by the S.F.O. and the Bursar to this effect. Copy orders are marked with the date the invoice was paid to assist with the prevention of duplicate payments.
· Items purchased which are regarded as school assets are recorded in the school’s inventory.

PETTY CASH

· The petty cash float held by the school does not exceed £200 and is held in the safe.

· All expenditure is supported by appropriate receipts which are properly authorised.  Staff sign that they have received reimbursement.

· Reimbursement claims are checked and signed by the SFO and bursar

· No payroll or expense claims are paid from petty cash.

INVENTORY
· New additions and purchases falling within the agreed criteria are recorded on the school’s inventory register as quickly as possible.  
· Portable and desirable items eg computer and electrical equipment are appropriately security marked.

· The school retains a record of the annual check of the inventory, signed by the member of staff involved.

· The school retains a record of the Head’s annual certification of the inventory check.

· The Business Support committee approve write offs and the disposal of assets.

· There are procedures in school for the recording of any items taken out on loan by members of staff.

· All stock assets are to be kept under proper control.  The Headteacher should ensure that all assets are identified, locations recorded and insured for use off-site where necessary.

· Consumable material will be stored in the stock room, cleaning materials in locked cupboards and sport equipment in the sports cupboard.

· The major stock orders will be processed in the Summer Term of each academic year.

INCOME RECEIVED
· Charges are reviewed within the Lettings policy and charges and remissions policy. 

· The SFO and bursar are responsible for accounting for, securing and banking of monies received are fully documented.
· All income is receipted at the time it is received.

· Individual records are kept for school trips to ensure that there are sufficient monies to cover the costs.  Any hardship cases are considered by the Headteacher.

· All staff are aware of the procedures to follow when handing over monies to the person responsible for bankings.

· All cash is to be stored in the school safe and no more than £2000 may be kept overnight on the school premises.  The Headteacher is responsible to the Governing body for the safe custody and control of cash and property belonging to the school.

· Banking is carried out as frequently as possible – at least weekly as a minimum.

THE BANKING SYSTEM
· A bank reconciliation is undertaken on receipt of each bank statement (weekly) and an independent person (eg bursar) verifies that this has taken place properly.  Both parties sign and date the bank statement to this effect.

· The bursar / SFO order blank cheques, once received the cheques numbers are verified. Unused cheques are stored in a locked cupboard.

· The bank mandate requires each cheque to be signed by 2 authorised cheque signatories.  Cheques are never pre signed.

· A cheque signatory should not be involved in cheque preparation or issue.

UNOFFICIAL FUNDS
· The Business Support Committee receives termly reports on income and expenditure.

· The unofficial funds are audited by an independent person and an audit certificate is sent to the Audit, Risk and Information Service.

· Accounting records are maintained in an “income and expenditure” format that clearly identifies the main sources of both

· Invoices and receipts are retained to support all entries in the accounting record.

· Individual records are kept for school trips to ensure that there are sufficient monies to cover the costs.  Any hardship cases are considered by the Headteacher.

· School Fund monies are banked regularly and there is an independent reconciliation of the bank statement by the DFO and verified by the Bursar.

· Cheques for the School Fund are held securely and require at least 2 signatories.

PAYROLL

· The school has a payroll policy which is reviewed on an annual basis by the Governing Body.

· The largest item of budget expenditure is that spent on personnel.

· The Bursar/Deputy/Headteacher are the certifying officers for payroll administration.
· Payments must only be made by B.&.N.E.S. L.A. to bona-fide employees.

· Payments are made in accordance with conditions of employment.

· Payment is only made in respect of services provided to school.

· Payroll section should be informed immediately of any amendments to the payroll.

· Payroll transactions will only be processed through the payroll system.

· The School Finance Officer/Bursar  will run the payroll reconciliation files into FMS6, any inconsistencies or errors will be notified to the Headteacher and investigated and rectified by the B.&.N.E.S. Finance Officer.

PERSONNEL

· Vacancies for appointments should be passed to B.&.N.E.S. to be advertised in the appropriate vacancy bulletins and websites and for Headteacher and Deputy Headteacher appointments, also in the appropriate national press.

· Applications for appointments should be made to the Headteacher, in accordance with recognised LA and professional association procedures.

· The processes of completing, checking and authorising all documents and claims relating to appointments is the responsibility of the Bursar.

· The duties of authorising appointments, changing individuals conditions or terminating the employment of staff rests with the Bursar and Headteacher in liaison with the Governors.

· Personnel records will be stored in confidence in a secure filing cabinet.

· Information on voluntary terminations of contract should be made to the Business Support committee and LA.

· In the event of staff reductions, the Governors’ Business Support Committee must follow the guidelines laid down by the LA drawn up after discussion with relevant professional associations.

· All computer held records will be stored in accordance with the Data Protection Act 1984.
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