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NOTES to Schools on these model templates:

A lltextin thes e templates in italics (s u c h as this note) c ons titu tes c omments ,
ad vic e, rec ommend ations or alternative req u irements to as s is t the s c hool in
c ompiling its own Financ e M anu alto matc h its own need s and c irc u ms tanc es . All
textin italic s s hou ld be removed as the s c hoolprepares eac hs ec tion ofthe M anu al.

This M anu alhas been prod u c ed in M ic ros oftW ord in a way thats hou ld generally be
c ompatible with allearlier vers ions of M ic ros oft W ord . The d oc u ment s hou ld
normally be viewed in “P rintL ayou t”mod e,whic his es s entialforthe Glos s ary.

The d oc u mentis available on the S c hools L earning P ortalto d ownload by the
s c hool. To ac c es s pleas e:

 L ogonto the Internet
 O n the S c hools L earningP ortal,,c lic kon M anagement
 S elec tFinanc e tab
 S elec tthe S c hools Financ e M anu alS eptember2011.

The s c hoolc an u s e this M anu al:

 as a bas is forits Financ e M anu al

 to as s is tin amend ingorenhanc ingan exis tingM anu al

 to make u s e ofmod elforms thatare inc lu d ed

B rac kets are u s ed throu ghou t the templates , u s u ally with s pac es , to enter
information relevantto the s c hool. A d vic e is s ometimes inc lu d ed within the brac kets
to as s is tthe s c hool, whic h s hou ld be removed and replac ed with the relevant
information. W here no ad vic e is inc lu d ed and the brac ketd eals withres pons ibilities ,
itis rec ommend ed thata pos ttitle be entered . The s c hoolmay wis h to ad d the
name ofthe pos thold erforc larity. This is likely to req u ire the M anu alto be u pd ated
more freq u ently, bu tc hanging a name rather than a pos t, when no proc ed u ral
c hanges take plac e,wou ld notreq u ire formalapprovalby the GoverningB od y.

Eac h s ec tion of the M anu alis prod u c ed in a s eparate s elf-c ontained formats o that
c opies of the s c hool’s finalvers ion of eac h s ec tion c an more read ily be given to
ind ivid u almembers ofs taff.

C overto be d es igned by the s c hool
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FINANCE MANUAL

1. INTRODUCTION

1 . The aim ofthis Financ e M anu alis to:

1 . 1 s etou tin d etailthe s pec ific roles and res pons ibilities ofgovernors and
s taffin c arryingou tfinanc ialtas ks in the s c hool;

1 . 2 ens u re the req u irements are met of the S c hools Financ ial Valu e
S tand ard , S c heme for Financ ing S c hools , Financ ialRegu lations for
S c hools , B anking and other S c hemes , whic h are c ontained in the
Financ ial A d minis tration H and book for S c hools plu s other
requ irements , gu id anc e and ad vic e notified to the s c hool;

1 . 3 enable the s c hoolto provid e effic ientand effec tive financ ialc ontrols .

1 . 4 to ens u re aid the c ontinu ity offinanc ialmanagementproc ed u res in the
abs enc e ofkey s taffand d u ringany c hanges ofs u c hs taff.

2 . The GoverningB od y approved this Financ e M anu alon ( d ate ).

3. Financ ialRegu lations for S c hools ac c epts thats maller s c hools may find it
d iffic u ltto arrange s eparation of d u ties in ac c ord anc e with the Regu lations
and itis rec ognis ed thats eparation ofd u ties s hou ld be ad equ ately maintained
withreferenc e to the s ize ofa s c hooland s taffavailable.

4 ( )is res pons ible forreviewingthe c ontents ofthis manu alon
atleas tan annu albas is and when there are c hanges in key financ ials taff,
s ys tems (whetherc ompu teris ed ormanu al)orproc ed u res .

5 The M anu alor extrac ts as appropriate s hou ld be d is tribu ted to alls taff
c arrying ou tthe fu nc tions d etailed and any s ec tion revis ions d ated . S c hool
managementwillens u re thattraining need s of financ ials taff are period ic ally
reviewed and ad d res s ed .

COPYRIGHT STATEMENT

 C entralB ed ford s hire C ou nc il20 1 15

This d oc u mentmay be reprod u c ed for the u s e of C entralB ed ford s hire C ou nc il
s c hools only. Itis c onfid entialto the C ou nc iland thos e to whom the C ou nc il
d is c los es itand may notbe trans mitted by any means in whole orin partto any other
bod y orind ivid u al.

Formatted: Left
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The s c hoolwillinc lu d e the above s tatementin any Financ e M anu alc reated from this
d oc u ment.
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2. GOVERNANCE

1. Responsibility Chart

Governing Body

Other Committees – incl.
[list other committees]

Finance Committee

Headteacher and Senior
Leadership team

Bursar/Office
Manager

The above table illu s trates the d elegation offinanc ialres pons ibility from the
GoverningB od y, to its C ommittees , the H ead teac herand the B u rs ar/O ffic e
M anager.

2. Role of the Governing Body

The GoverningB od y is c ollec tively res pons ible forthe overalld irec tion ofthe s c hool
and its s trategic management. The GoverningB od y s hou ld ac tas a “c ritic alfriend ”
to the H ead teac herby provid ingad vic e and s u pport. The GoverningB od y is als o
res pons ible forens u ringthatthe s c hoolmeets allits s tatu tory req u irements and in
c onju nc tion withthe H ead teac her, the GoverningB od y has the following
res pons ibilities :

 S ettingthe S trategic Frameworkforthe S c hool.
 S ettingthe S c hool’ s ed u c ationaland financ ialpriorities .
 S ettingpolic ies and targets forac hievingobjec tives and monitoring

progres s mad e by the S c hool.
 S ettingthe S c hool’ s bu d get.
 To c arry ou tregu larbu d getmonitoringto ens u re the S c hool’ s financ es

are beingmanaged effec tively and thata balanc ed bu d getis ac hieved .
 O verallres pons ibility fors taffingmatters atthe s c hool.
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Governors’ Committees

In ord erto meetits obligations the GoverningB od y has s etu pthe following
c ommittees :

Committee Frequency of meetings (e.g.
termly)

Finance Every Half-term
Forthis c ommittee Governor’ s s hou ld be provid ed withthe followinginformation:

 The lates tInc ome and Expend itu re C FR S tatement.
 The lates tmonthly rec onc iliation s pread s heet.
 The qu arterly ou ttu rn s tatement.
 A written narrative to d etailany s ignific antvarianc es whetherthes e are

ad vers e orfavou rable.

[PLEASE INSERT OTHER COMMITTEES]

The GoverningB od y has d efined and d oc u mented its financ ialres pons ibilities and
thos e ithas d elegated to its c ommittees . Thes e are lis ted atAppendix 1 s ec tion 7 ,
page 33 (D elegation ofP owers ). Terms ofreferenc e willbe reviewed and u pd ated
annu ally by the GoverningB od y to ens u re theirc ontinu ed appropriatenes s .

The terms ofreferenc e foreac hofthe c ommittees were las treviewed on:

The GoverningB od y has appointed [INSERT] to take minu tes ofallfu llgoverning
bod y and c ommittee meetings . M inu tes s hou ld c learly s tate the following:

W ho is pres entingthe topic ford is c u s s ion,
D ec is ion mad e /ou tc ome ofthe report,
W ho mad e the d ec is ion,
W hatac tion is req u ired to be taken and by whom ,
W hen the ac tion need s to be c ompleted by.

M inu tes ofc ommittee meetings willbe reviewed and formally ratified atthe next
meetingofthe fu llGoverningB od y. Thes e minu tes s hou ld be s igned and d ated by
the C hairofGovernors .

3. Declarations of Interests

Itis the res pons ibility ofalls taff/governors to ens u re thatthey are notplac ed in a
pos ition whic hris ks , orappears to ris k, c onflic tbetween theirprivate interes ts and
theirpos ition as a memberofs taff/governingbod y. Itis forthe memberof
s taff/governingbod y to always remain impartialand hones tin the c ond u c toftheir
offic ialbu s ines s and withtheirown d ealings withthe S c hool, and to notify the S c hool
ofany c hange in theirc irc u ms tanc es /interes ts thatmay impac tin any way u pon their
employmentoru pon the S c hoolin general.

The GoverningB od y willes tablis ha regis terofbu s ines s interes ts forGovernors , the
H ead teac herand any s taffwho influ enc e financ iald ec is ions . Forexample,
Governors and s taffs hou ld d ec lare any links withloc alfirms from whic hthe s c hool
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may wis hto bu y good s ors ervic es . The regis teris reviewed and u pd ated annu ally
and s hou ld be retained on the s c hools ite s o thatitis open to examination by the
pu blic .

A s ample d ec laration ofbu s ines s interes ts form c an be fou nd atAppendix 1 (page
2 7 ). A form s hou ld be c ompleted and s igned foreac hind ivid u alreq u ired .

P ers on res pons ible foru pd atingregis ter[INSERT]

D ate oflas treview/u pd ate ofregis ter [INSERT]

In ad d ition to this , atthe s tartofevery Fu llGoverningB od y and C ommittee meeting,
Governors are as ked ifthe have any private interes ts withthe topic s to be d is c u s s ed
atthe meetingand this willbe c learly.

4. Role of the Headteacher

The role ofthe H ead teac herinc lu d es :
 The managementofthe s c hool’ s financ ialpos ition ata s trategic and

operationallevel.
 The managementofeffec tive s ys tems ofinternalc ontrol.
 The managementofotherfinanc ialis s u es .
 To monitorand review s taffingand agenc y c os ts

The H ead teac herad vis es the GoverningB od y, provid es agreed levels of
d oc u mentation forits review and d ec is ion makingand u nd ertakes tas ks as
d elegated by the GoverningB od y in the S c hool’ s s c heme ofd elegation.

Itis importantthatthe S c hoold ec id es how the remitwillbe fu lfilled and itmay be
helpfu lforthe Financ e C ommittee to d is c u s s withthe H ead teac herwhic hfu nc tions
willbe c arried ou tby the H ead teac herpers onally, and whic hwillbe d elegated to the
B u rs ar/O ffic e M anager. The H ead teac herwillhold regu larmeetings withthe B u rs ar
to d is c u s s the financ ialpos ition ofthe s c hool.

5. Register of Hospitality

Itis importantto rec ognis e thatthe interes tofthe S c hoolmu s tremain paramou ntat
alltimes and thatemployees s hou ld notu s e theiroffic ialpos ition forprivate gain,
employees s hou ld notac c eptgifts , ind u c ements orpromotionaloffers fortheir
pers onalu s e orthatofc olleagu es .

C as u algifts from pu pils oroffered by c ontrac tors orothers , forexample atC hris tmas
orthe end ofterm time, whic hmay notin any way be c onnec ted withthe
performanc e ofd u ties s o as to c ons titu te an offenc e u nd erthe P revention of
C orru ption A c ts , need notnec es s arily be refu s ed , bu tifthere is any c onc ern thatthe
d onor(forexample a parent, s u pplierorc ontrac tor)may be tryingto gain favou rthen
they s hou ld be politely and firmly refu s ed oremployees s hou ld s eekgu id anc e from
theirhead teac her.
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N o employee is entitled to retain on a pers onalbas is any good s ; gifts , money or
s ervic e d is c ou nts whic hare a normalpu rc has e orpromotionalofferto the s c hool.
W here gifts are rec eived whic hare the s u bjec tofa normalpu rc has e orpromotional
offer, orwhere a giftis mad e and the d onorrefu s es to take the giftbac k, thes e mu s t
be reported immed iately to the head teac her. The employee m u s tens u re thatthes e
gifts have been rec ord ed as rec eived in the appropriate “Gifts and H os pitality”rec ord
bookheld within the s c hool.

M od es thos pitality provid ed itis normaland reas onable in the c irc u ms tanc es , for
example lu nc hes and /ord inners in the c ou rs e ofworkingvis its , c onferenc es or
profes s ionalgatherings may be ac c eptable. H oweveremployees s hou ld d ec line all
otheroffers ofgifts , hos pitality orentertainmentand m u s tbe alertnotto jeopard is e
any d ec is ions thatthey take, whic hmay c onflic twithorbe d etrimentalto the s c hool’ s
interes t. A ny hos pitality rec eived mu s tbe rec ord ed in the “Gifts and H os pitality”
rec ord bookheld within the s c hool. Ifany employee is u ns u re whetherthe
ac c eptanc e ofhos pitality is likely notto be in the s c hool’ s interes tthey s hou ld s eek
the ad vic e ofthe head teac her/C hairofGovernors in the firs tins tanc e.

H os pitality whic his lavis h, extravagantorwhic hexc eed s mod es tproportions m u s t
always be refu s ed even ifitappears ac c eptable.

The s c hool’ s d elegated bu d getmu s tnotbe u s ed forhos pitality, whic his lavis h,
extravagantorexc eed s mod es tproportions . The GoverningB od y has agreed
parameters within whic hthe head teac hermay take financ iald ec is ions . A ny
expend itu re ou ts id e the limits etby the GoverningB od y m u s tbe referred to the
appropriate c ommittee ofthe GoverningB od y forratific ation.

A n example ofa hos pitality rec ord c an be s een in Appendix 2 (page 29)

6. Whistle-blowing Policy

Governors have approved the polic y and c ommu nic ated itto alls taff.

The aim ofthe polic y is to: -

 enc ou rage you to feelc onfid entin rais ings eriou s c onc erns and to q u es tion
and ac tu pon c onc erns abou tprac tic e.

 provid e avenu es foryou to rais e thos e c onc erns and rec eive feed bac kon any
ac tion taken.

 ens u re thatyou rec eive a res pons e to you rc onc erns and thatyou are aware
ofhow to pu rs u e them ifyou are nots atis fied .

 reas s u re you thatyou willbe protec ted from pos s ible repris als orvic timis ation
ifyou have a reas onable beliefthatyou have mad e any d is c los u re in good
faith.

The polic y is available on the S c hools ’ L earningP ortal.
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7. Fraud

A llS c hools m u s thave a robu s ts ys tem ofc ontrols to s afegu ard thems elves agains t
frau d u lentorimproperu s e ofpu blic money and as s ets .

Governors willes tablis ha frau d polic y forthe S c hool. A pprovalofthis polic y by the
GoverningB od y willbe minu ted and the polic y willbe reviewed on an annu albas is .

The GoverningB od y and H ead teac hermu s tinform alls taffofs c hoolpolic ies and
proc ed u res related to frau d and theft, the c ontrols in plac e to preventthem ; and the
c ons eq u enc es ofbreac hingthes e c ontrols . This information mu s tals o be inc lu d ed in
ind u c tion fornew S c hools taffand Governors .

8 . Schools Financial Value Standard (SFVS)

A llloc alau thority maintained s c hools mu s td emons trate c omplianc e withthe S c hools
Financ ialValu e S tand ard (S FVS )and c omplete the as s es s mentform on an annu al
bas is .

Governors m u s td emons trate c omplianc e throu ghthe s u bmis s ion ofthe S FVS
as s es s mentform s igned bythe C hairofGovernors . The form mu s tinc lu d e a
s u mmary ofremed ialac tions witha c leartimetable, ens u ringthateac hac tion has a
s pec ified d ead line and an agreed owner.

A llmaintained s c hools witha d elegated bu d getmu s ts u bmitthe S FVS as s es s ment
form to the loc alau thority before 31 M arc hannu ally.

S FVS as s es s menttemplate c an be fou nd on the D fE webs ite:
www. ed u c ation. gov. u k

9. Risk Management

Ris kis the threatthats omething(an eventorac tion)willad vers ely affec ta s c hool’ s
performanc e and its ability to s u c c es s fu lly d eliverits s trategies . Ris kmanagementis
the proc es s by whic hs u c hris ks are id entified , theirs everity as s es s ed and c os t
effec tive ac tions are taken to red u c e (mitigate)them to ac c eptable levels . Itis a key
elementofthe frameworkofa s c hool’ s overallgovernanc e. H enc e, itis es s entialthat
Governors and s taffallu nd ers tand the princ iples and prac tic es ofris kmanagement.

A key pointis thatRis kM anagements hou ld notmake a s c hooltotally “ris kavers e”.
Ratherits hou ld make the s c hool(it’ s Governors and s taff)“ris kaware”i. e. ris k
managements hou ld promote c ontrolled ris ktaking. A s s u c hris kmanagementis
c ons is tentwith:

 inc reas ingratherthan red u c inginnovation
 c reatinga c u ltu re ofris kawarenes s whereby s taffand governors natu rally

c ons id erris kis s u es as a partofd ay to d ay ac tivities

Ris kmanagementis c learly mu c hbroad erthan financ ialmanagementalone. You
may therefore as k“how itfits into a s tand ard forfinanc ialmanagement?”. The
ans weris thatthere are many overlaps between ris kand financ ialmanagementwith
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the internalc ontrols ys tem beingthe mos tobviou s and mos tnotable one. A s c hool’ s
s ys tem ofinternalc ontrolis one partofits ris kmanagementproc es s . It:

 has a key role to play in the managementofs ignific antris ks thatthreaten the
ac hievementofthe s c hools aims and objec tives ;

 c ontribu tes to the s afegu ard ingofpu blic fu nd s and as s ets and the
ac hievementofvalu e formoney bec au s e itfac ilitates the effec tivenes s and
effic ienc y ofoperations ;

 helps to ens u re the reliability ofinformation u s ed forinternaland external
reporting;

 as s is ts withc omplianc e withlaws and regu lations .

Eac hs c hools hou ld , therefore, s eekto maintain a s ou nd s ys tem ofinternalc ontrol. It
makes s ou nd bu s ines s s ens e fors c hools to manage ris keffec tively and foralls taff
to exerc is e internalc ontroland ris kawarenes s in every as pec toftheirwork. In
partic u larrec ognis ingand d ealingappropriately withthe key s trategic ris ks fac inga
s c hool, enables itto id entify the key ac tions itmu s ttake to ac hieve its main goals .

The benefits ofimplementinggood ris kmanagementproc es s es are fairly s elf-
evid ent. In its pu blic ation “W orththe Ris k”(20 0 1)The A u d itC ommis s ion
s u mmaris ed the followingrange ofbenefits (thes e have been ed ited to fitbetterinto
the s c hoolc ontext):

 inc reas ed foc u s on whatneed s to be d one (and notd one)to meetobjec tives ;
 more s atis fied s takehold ers ;
 bettermanagementofc hange programmes ;
 more c alc u lated /innovative ris ktaking;
 fewerc omplaints ;
 betterc ontrolled ins u ranc e c os ts ;
 improved q u ality oflearningenvironment;
 betterability to ju s tify ac tions taken;
 ac hieve effic ienc y and valu e formoney;
 gettingthings rightfirs ttime more often i. e. les s was te.

The D fE pu blic ation “Ins u ranc e –A gu id e fors c hools ”(20 0 3)more s pec ific ally
id entifies thateffec tive ris kmanagementats c hools willred u c e:

 d is ru ption ofc hild ren’ s ed u c ation;
 d amage to a s c hools repu tation;
 the negative effec tofinc id ents on s taffand pu pils morale;
 time los tin reac tingto inc id ents , hand lingc laims etc ;
 the s tres s and anxiety thatalways ac c ompanies ac c id ents and los s es ;
 the c os tofins u ranc e c overas premiu ms reflec tc laims his tory.

Taken togetherthes e benefits potentially give a s c hoola c ompetitive ad vantage in
terms ofeffic ienc y and effec tivenes s overothers c hools thatmay c ompete withitfor
pu pils , s taffand s c arc e res ou rc es . They als o helpto s afegu ard the S c hool’ s
repu tation, bu tmore importantly they helps c hools to avoid nas ty s u rpris es and the
c ons eq u entneed fora managementres pons e thatd iverts res ou rc es away from
teac hing.
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Firstly, everyone involved withthe ru nningofthe s c hoolmu s tu nd ers tand thatRisk
Management is about risk mitigation (red u c ingris ks to an ac c eptable level)not
ris kelimination. H enc e, the proc es s :

 s tarts by id entifyingthe “InherentRis k”i. e. the ris kfac ed ifno ac tion was
taken to mitigate it;

 proc eed s to as s es s the “Res id u alRis k”, whic his the ac tu alris kexpos u re after
ris kmitigation meas u res have been implemented . Res id u alris kc an then be
c ompared to the levelthatthe s c hoolc ons id ers to be “A c c eptable Ris k”and
fu rthermitigation meas u res are only nec es s ary when “Res id u alRis k”exc eed s
the “A c c eptable Ris k”

Secondly, ris kmanagementmu s tbe an inclusive process as itis the s taffwho are
involved withthe s c hool’ s d ay to d ay operations who willbes tu nd ers tand the ris ks it
fac es and willbe key to the managementofthos e ris ks .

Thirdly, to be effective Risk Management processes need to take account of a
much wider range of risks and mos tris ks probably have s ome, albeitind irec t,
financ ialc ons eq u enc es .

B ec au s e the ranges ofris ks are potentially very wid e ithelps to c ategoris e the ris ks .
Ris kc ategoris ation helps s taffto generate a fairly c omprehens ive pic tu re ofthe ris ks
a s c hoolfac es . Itals o helps the s c hoolto s tru c tu re its ris kmitigation s trategies and
proc ed u res . The ris kc an be s u mmaris ed u nd ertwo head ings i. e. S trategic and
O perational, as follows .

Strategic Risks - Thes e need to be taken into ac c ou ntin ju d gements abou tmed iu m
to longterm goals and objec tives ofthe S c hool. S trategic ris ks inc lu d e:

 Political –as s oc iated withimplementinggovernmentpolic y.
 Economic –affec tingthe s c hools ability to meetits financ ialc ommitments .
 Social –res u ltingfrom d emographic and s oc io-ec onomic trend s .
 Technological –the s c hoolmay notbe able to keeppac e withtec hnologic al

c hange and therefore failto exploitopportu nities orfailto provid e pu pils with
good IC T s kills .

 Legislative – failingto c omply withnew orexis tingnationalorEu ropean law.
 Environmental – aris ingfrom the environmentalc ons equ enc es ofs c hool

pu rs u ingits s trategic objec tives e. g. emis s ions , was te.
 Competitive – affec tingthe c os torqu ality ofthe s c hool’ s ac tivities .
 Customer/Citizen - related to failingto meetthe c u rrentorc hangingneed s of

s takehold ers .

M anagings trategic ris ks requ ires a s c hoolto have an ou tward lookingapproac h
ratherthan a pu rely internalfoc u s . S eniors taffand Governors are, therefore, more
likely to be prominentin the id entific ation ofs trategic ris ks and the planningand
implementation ofris kmitigation s trategies , than more ju niors taff.

Operational Risks - Thes e are the ris ks thatare enc ou ntered by s taffin the d aily
c ou rs e oftheirwork. They inc lu d e:

 Professional – related to the q u ality ofed u c ation and welfare ofpu pils .
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 Financial – lead ingto financ iallos s es inc lu d ingthe ad eq u ac y ofins u ranc e
c over.

 Legal – related to non-c omplianc e withlegalreq u irements .
 Physical – related to fire, s ec u rity, healthand s afety etc .
 Contractual – lead ingto s u ppliers notprovid ingthe agreed level/q u ality of

good s /s ervic es .
 Technological - related to tec hnologic alfailu re.
 Environmental - aris ingfrom the environmentalc ons eq u enc es ofa s c hools

d ay to d ay ac tivities .

The A u d itC ommis s ion notes thatthes e ris kc ategories are notc omprehens ive.
H owever, they d o provid e a bas ic frameworkwithin whic hs taffand Governors c an
d is c u s s the ris ks fac ingthe s c hooland the meas u res thatare being/c ou ld be taken
to mitigate them .

Fourthly, ris kmanagementis a continuous process . Its hou ld notonly be a “one
offevent”ata partic u lartime ofthe year. H avings aid this to prac tic ally ens u re the
proc es s is c arried ou tand to ens u re people d evote the nec es s ary time to itformal
meetings , s eminars etc . atwhic hris kmanagementis d is c u s s ed d o need to be
organis ed . A good id ea is to make ita s tand ingagend a item a regu larmanagement
meetings . The fu llongoingproc es s is :

Step 1 -es tablis hthe c ontext(Environmentalfac tors , and C ou nc ilW id e fac tors )
arou nd the ris kmanagementproc es s . This willhelpyou id entify many ofthe
s trategic ris ks in partic u lar.
Step 2 –id entify the ris ks thatthe s c hoolfac es and rec ord in a ris kregis ter.
Step 3 –review how c u rrentinternalc ontrols ys tems mitigate the ris ks id entified and
rec ord the c ontrolin the ris kregis ter.
Step 4 –es timate the ris klevelby d etermininghow likely each risk is given the
c ontrols in plac e and how serious each risk would be (its impac t)ifitoc c u rs in
relation to the financ es , operations , repu tation etc . ofthe s c hool.
Step 5 –rankthe ris ks in priority ord er. This is to prioritis e the ris ks thatneed new
ac tions to bring“Res id u alRis k”in line withtarget“A c c eptable Ris k”expos u re levels .
This s tepis es s entialas the aim is to foc u s s c arc e managementand s tafftime on
the mos ts eriou s ris ks ratherthan every pos s ible ris k.
Step 6 –forpriority ris ks , plan and implementc os teffec tive ris kmitigation ac tions .
Ins u ranc e is only one option available to a s c hool, others inc lu d e:

 ac c eptingthe ris kand abs orbingany los s es /c ons eq u enc es
 ac c eptingthe ris k, bu tmakingc ontinu ity/c ontingenc y plans to c overthe

reac tion period
 implementingpreventative internalc ontrols
 ris ktrans ferors haringi. e. to orwitha c ontrac tororpartner
 eliminatingthe ris kby c eas ingas s oc iated ac tivity/removingthe s ou rc e ofthe

ris k

Step 7 –C ons tantly keepthe ris kregis terand the ris kmitigation plans u pto d ate as
more information is gained s o thatthe “Res id u alRis k”expos u re c an be c ons tantly
c ompared to the target“A c c eptable Ris k”levels . A key is s u e here is thata “Risk
Response Plan” is need ed foru nac c eptable ris ks . This need s to be c ommu nic ated
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to thos e involved and in s ome c as es itmay be wis e to trialru n orprac tic e a
c ontingenc y plan thatis pu tin plac e.
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32. ACCOUNTING POLICIES AND RECORDS

(To be supplemented with any further guidance applicable to the school)

_________________________________SCHOOL

INTRODUCTION

1 . This d oc u mentwillbe d is tribu ted to allrelevants taffc arryingou tthe fu nc tions
d etailed . In ad d ition and where appropriate, extrac ts from one ormore ofthe
following d oc u ments willbe append ed to c omplete the pic tu re of s ys tem
proc ed u res and s taffing res pons ibilities . This is the res pons ibility of
( ), who willmaintain a rec ord ofthe name ofthe memberof
s taff, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
Financ ialRegu lations forS c hools
Fu lly Fu nd ed B ankA c c ou ntS c heme forS c hools
S c hools Financ ialValu e S tand ard
P u rc has ingC ard Gu id anc e forS c hools

2 . This d oc u ments u pports the s ec tions of Financ ialRegu lations forS c hools on
A c c ou ntingand Taxation Rec ord s and A c c ou ntingP olic ies .

OVERALL RESPONSIBILITIES

3. The head teac her has overall res pons ibility to the Governing B od y for
ens u ring:

3. 1 the s c hoolabid es by allthe proc ed u res is s u ed by the S ec tion 151
O ffic erin relation to ac c ou ntingpolic ies ,

3. 2 the finalac c ou nts of the s c hoolare prepared in ac c ord anc e with
proc ed u res and time s c ales as d etermined by the S ec tion 151 O ffic er,

3. 3 the ac c ou nting rec ord s and c ontrols in plac e c omply with the minimu m
requ irements as s pec ified from time to time by the S ec tion 151 O ffic er. ,

3. 4 the managementofallotherfinanc ialis s u es ,

3. 5 the proper preparation and pres entation of allfinanc ials tatements
whic h are ad eq u ately s u pported by the rec ord s ofthe s c hoolinc lu d ing
vou c hers , rec eipts and c ontrac ts where appropriate.

3. 6 D ata P rotec tion A c tres pons ibilities are fu lly c omplied with.
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ACCOUNTING POLICIES

4. (Financ e C ommittee oreq u ivalent)is res pons ible forthe s c hool’ s ac c ou nting
polic ies and ens u ring the s c hoolfollows the overarc hing C ou nc ilpolic ies in
this area, in partic u larthe B u d getGu id anc e N otes , Year-end C los u re N otes
and otherFinanc ialA c c ou nting S tand ard s notified by the S ec tion 151 O ffic er
to the s c hool.

5. P olic ies ad d itionalto thos e is s u ed by the S ec tion 151 O ffic erare approved in
writing by the Governing B od y in ad vanc e of s u bmis s ion ofthe A nnu alYear-
end Retu rn to the L A .

6. ( )maintains a file ofallac c ou nting polic ies ad opted by
the s c hool, inc lu d ingthos e s u pplied by the S ec tion 151 O ffic er.

REVIEW OF ACCOUNTING SYSTEMS

7 . A ny review ofthe s c hool’ s ac c ou ntings ys tem willbe referred to ( )
forwritten au thoris ation. ( )willens u re thatany c hanges
res u ltin c ontinu ed c omplianc e with allreq u irements s etou tby the S ec tion
151 O ffic erand the L A pu blis hed preferred lis tofs ys tems .

8 . ( )willinform the S ec tion 151 O ffic erofany propos ed c hanges
to the s c hool’ s ac c ou nting proc ed u res thatmay affec tthe maintenanc e of
financ ialrec ord s . A ny s u c h c hanges are c arried ou tin ac c ord anc e with the
proc ed u res and timetables as s etou tin the C ou nc il’ s S c heme forFinanc ing
S c hools .

9. ( )willens u re rec ord s are mad e available forpu blic ins pec tion
in ac c ord anc e withthe L A ’ s res pons ibilities forthe ins pec tion ofs u c hrec ord s .

SECURITY AND RETENTION OF DOCUMENTS

10 . ( )willhave overallres pons ibility to ens u re thatallrec ord s
are kepts ec u rely forthe s tatu tory orotherperiod s as ad vis ed by the S ec tion
151 O ffic er.

1 1 . Fu llc u rrentd etails of retention period s foralld oc u ments are inc lu d ed in this
M anu alatS ec tion 191 8 .

1 2 . ( )willbe res pons ible forens u ring thatloc alac c ou nting
s ys tem d ata is bac ked u p to a remote externalhard d rive /s ec u re online
(‘ c lou d ’ ) s torage s ervic e / s ec u re online file hos ting s ervic e (d elete as
appropriate)on a d aily bas is .
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43. BUDGET MONITORING AND CONTROL

(To be supplemented with further guidance applicable to the school)

_________________________________SCHOOL

INTRODUCTION

1 . This d oc u mentwillbe d is tribu ted to allrelevants taffc arryingou tthe fu nc tions
d etailed . In ad d ition and where appropriate, extrac ts from one ormore ofthe
following d oc u ments willbe append ed to c omplete the pic tu re of s ys tem
proc ed u res and s taffing res pons ibilities . This is the res pons ibility of
( ), who willmaintain a rec ord ofthe name ofthe memberof
s taff, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
Financ ialRegu lations forS c hools
B u d getGu id anc e N otes
Fu lly Fu nd ed B ankA c c ou ntS c heme forS c hools
S c hools Financ ialValu e S tand ard

OVERALL RESPONSIBILITIES

2 . The Governing B od y has overallres pons ibility forens u ring the s c hoolbu d get
is monitored as a c ontinu ou s proc es s and thatinc ome and expend itu re are
maintained atlevels as ou tlined in thatbu d get.

3. Res pons ibility is d elegated to the head teac herto:

3. 1 ens u re thats ys tems are in plac e to monitor and c ontrolthe s c hool
bu d get

3. 2 ens u re thatbu d getmanagers , to whom bu d gets have been d elegated ,
c arry ou tc ontinu ou s monitoringoftheirbu d gets

3. 3 rec eive regu larreports from bu d getmanagers

3. 4 take s u c h ac tion to preventany overs pend of the s c hoolbu d getnot
au thoris ed by the S ec tion 151 O ffic er.

4. The Governing B od y has approved on (d ate )the proc ed u res c ontained in
this d oc u mentforthe effec tive monitoringand c ontrolofthe s c hoolbu d get.
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5. ( ) is res pons ible for ens u ring allpolic ies are c u rrentand
any variations in polic ies and proc ed u res are promptly s u bmitted to the
GoverningB od y forapproval.

BUDGET MANAGERS

6. The bu d getfor the s c hoolwillbe alloc ated to (d epartmentalor c u rric u lu m
area) bu d gets by ( ). Eac h (d epartmentalor c u rric u lu m
area)bu d getwillbe id entified to a bu d getmanager.

7 . The following bu d getmanagers willhave d elegated res pons ibility forthe d ay-
to-d ay monitoringofthe bu d gets s pec ified :

L is tbelow: B u d getTitle and N ame ofbu d getmanager

8 . B u d getmanagers willens u re thatthey are in a pos ition to monitor their
bu d gets on a c ontinu ou s bas is , taking c ommitments fu lly into ac c ou ntas they
aris e. ( )is res pons ible for ens u ring alls u c h s ys tems are
ad eq u ate and are operatingeffec tively.

9. ( ) will prod u c e monthly s tatements of inc ome and
expend itu re from the loc alac c ou nting s ys tem and provid e thes e to eac h
bu d get manager. The bu d get manager will take into ac c ou nt known
c ommitments when c omparing totalinc ome and expend itu re with the bu d get
forthe year.

1 0 . A ny problems id entified by a bu d getmanager in keeping within the bu d get
d elegated willbe reported promptly to ( ).

1 1 . S hou ld an u rgentreview be need ed ofbu d gets alloc ated to bu d getmanagers ,
this willbe c oord inated by ( ).

1 2 . The overallpos ition of the s c hool’ s bu d getwillbe monitored on a monthly
bas is by ( ) who will prod u c e reports and written
c ommentary for the Governing B od y on atleas ta termly bas is (s ee later
s ec tion).

LOCAL ACCOUNTING SYSTEM

13. A c c es s to the c ompu terbas ed loc alac c ou nting s ys tem willbe c ontrolled by
( ), who will ens u re there is ad equ ate and effec tive
s eparation of d u ties between au thoris ing ord ers , au thoris ing payments and
enteringtrans ac tions onto the s ys tem .
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BUDGET MONITORING STATEMENTS

16. A bu d getmonitorings tatementwillbe prod u c ed by ( )every
(atleas ttermly )fors u bmis s ion to ( Financ e C ommittee ors imilar ).

1 7 . The s tatementwillanalys e the expend itu re and inc ome for eac h bu d get
head ingoveratleas tthe followingc olu mn head ings :

Totalto D ate
B u d getP lan
% ofB u d getP lan to D ate
O u ts tand ingC ommitments to 31 M arc h
Forec as tTotalto 31 M arc h
Forec as tB alanc e O verorUnd erS pentby 31 M arc h

The totalofthe B u d getP lan c olu mn willalways agree with the c u rrentS c hool
B u d getS hare.

A n example ofa s tatementis s hown atA ppend ix 1. S c hoolto attac h its own
s tatement.

1 8 . The layou tofthe bu d getmonitoring s tatementis s hown atA ppend ix 1 to this
s ec tion. ( )willad d a written c ommentary as appropriate for
the attention ofthe governors , whic h inc lu d es varianc e analys is to the bu d get
from es timate to ac tu aland any impac tantic ipated on s pec ific initiatives in the
S c hoolD evelopmentP lan, whic hhave been alloc ated res ou rc es .

19. Following c ons id eration of the reportby the (Financ e C ommittee ors imilar),
the minu tes willbe s u bmitted to the GoverningB od y.

REVISED BUDGET PLANS

20 . A ny c hanges in the S c hoolB u d getS hare within the financ ialyear willbe
promptly inc orporated in the s c hool’ s revis ed bu d get plan by
( ) after the revis ed bu d get has been c ons id ered and
approved by the head teac her and ( c ommittee of Governing B od y as
appropriate ).

2 1 . B u d getvirementhas been d elegated to the head teac her by the Governing
B od y as follows . ( D efine the levelofexpend itu re and bu d gethead ings as
approved and minu ted ).

2 2 . Rec ommend ations to exerc is e virementwillbe s u bmitted by bu d gethold ers to
the head teac herforc ons id eration. Virementto be approved by the Governing
B od y willbe reported to the ( Financ e C ommittee or s imilar ) by
( )forc ons id eration and reportingto the GoverningB od y for
approvaland minu tingtogetherwiththe d ate ofapproval.
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23. ( )willprod u c e a revis ed bu d getplan reflec ting the agreed
virementand give the information to bu d gethold ers .

24. ( )willu pd ate the loc alac c ou ntings ys tem .

25. ( ) willnotify the S c hools Financ ialA d vis er of the revis ed
bu d getplan as s oon as prac tic alafterd ec is ions have been mad e and atthe
minimu m s u bmita revis ed bu d getplan approved by the GoverningB od y orby
a c ommittee ofthe governingbod y by 31 s tO c tobereac hyear.

SECURITY AND RETENTION OF DATA AND DOCUMENTS

26. ( ) willbe res pons ible for ens u ring bac ku p d ata d is ks are
taken on a d aily bas is forthe loc alac c ou nting s ys tem d ata and s tored away
from the s c hoolpremis es on a weekly bas is .

2 7 . ( )willbe res pons ible forens u ring thatloc alac c ou nting
s ys tem d ata is bac ked u p to a remote externalhard d rive /s ec u re online
(‘ c lou d ’ ) s torage s ervic e / s ec u re online file hos ting s ervic e (d elete as
appropriate)on a d aily bas is

2 8 7 . ( ) willbe res pons ible for ens u ring thatalld oc u mentation
relatingto the bu d getis retained s ec u rely.

298 . Fu llc u rrentd etails of retention period s foralld oc u ments are inc lu d ed in this
M anu alatS ec tion 191 8 .
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APPENDIX 1

_____________________________School

EXAMPLE INCOME AND EXPENDITURE MONITORING STATEMENT

1 April 20 ___ to _______________ 20 ___

Total
to D ate

B u d get
P lan

% to
D ate

O u ts tand ing
C ommitment

s
to 31 M arc h

Forec as t
Totalto

31 M arc h

Forec as t
B alanc e

(O ver)/Und er
by 31 M arc h

£ £ % £ £ £

Expend itu re

L is t

C ontingenc ies

Total Expenditure

L es s Inc ome

L is t

Total Income

BUDGET TOTAL

C omments :

S ignatu re… … … … … … … … … … … … . .

D ate… … … … … … … … … … … … … … . . D ate to GoverningB od y… . … … … … … … …
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54. BUDGET PREPARATION

(To be supplemented with further guidance applicable to the school)

______________________________________SCHOOL

INTRODUCTION

1 . This d oc u mentand appropriate extrac ts of the gu id anc e and ins tru c tions
lis ted below willbe d is tribu ted to allrelevants taff c arrying ou tthe fu nc tions
d etailed . This is the res pons ibility of( ), who willmaintain a
rec ord ofthe name ofthe memberofs taff, d ate and d etails ofthe d oc u ments
s u pplied .

S c heme forFinanc ingS c hools
Financ ialRegu lations forS c hools
B u d getGu id anc e N otes
Fu lly Fu nd ed B ankA c c ou ntS c heme forS c hools
S c hools Financ ialValu e S tand ard

OVERALL RESPONSIBILITIES

2 . The governingbod y has overallres pons ibility for:

2 . 1 S ettingan overallImprovementP lan and d efiningits s trategy
2 . 2 P rioritis ings pend ingin ord erto d erive a bu d getplan
2 . 3 A pproving the firs tformalbu d getplan of the yearby the 1 s t31 s tM ay

and a revis ed bu d get plan by 31 s t O c tober. (Res pons ibility for
approving the firs tformalbu d getplan and the revis ed bu d getplan c an
be d elegated to c ommittee ofthe governingbod y)

3. Res pons ibility is d elegated to the head teac herfor:

3. 1 The ad minis tration of the bu d get s etting proc es s in line with the
s trategic d irec tion ofthe s c hool

3. 2 S u bmittingthe bu d getplan to the governingbod y forapproval
3. 3 S u bmitting the approved and s igned bu d getplan to the L A by the 31 s t

M ay eac hyearand the revis ed bu d getplan by 31 s tO c tobereac hyear.

BACKGROUND

4. The s c hools u bmits a bu d getplan to the L A eac h year. The bu d getplan
s hows the intentions of the s c hoolforexpend itu re and inc ome in the c u rrent
financ ialyearand the as s u mptions u nd erpinningthe plan.

Formatted: Superscript
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5. Totalplanned netexpend itu re for the financ ialyear may notexc eed the
bu d gets hare, ad ju s ted by amou nts c arried forward from the previou s financ ial
year, any ad d itionalinc ome rec eivable and any in-year ad ju s tments whic h
may be mad e in ac c ord anc e with the S c heme forD etermining S c hoolB u d get
S hares .

6. In d etermining an appropriate bu d gets trategy the governing bod y s hallhave
regard to “The B u d getGu id anc e N otes ”and any othergu id anc e is s u ed by the
L A .

7 . The governing bod y willnotapprove financ ialc ommitments into s u bs eq u ent
financ ialyears withou ts atis fying thems elves thatthe c os ts c an be metwithin
the likely levelofres ou rc es .

8 . The governing bod y willnotplan fora d efic itbu d get. If an u nplanned d efic it
aris es atthe s c hool, the governing bod y willnotify the L A immed iately and
s u bmita plan to the L A s howing how the s c hoolpropos es to eliminate the
d efic it. A ny d efic itinc u rred willbe the firs tc harge on the s c hool’ s bu d get
s hare in the followingfinanc ialyear(referto B u d getM onitoring).

9. In ad d ition to any c apitalalloc ation mad e available by the L A ou ts id e the
s c hool’ s d elegated bu d gets hare, the governing bod y is permitted to u s e their
bu d gets hare to meetthe c os tofc apitalexpend itu re on the s c hoolpremis es ,
as long as the s c hools formu la c apitalalloc ation has been fu lly u tilis ed firs t
and by u s ing revenu e fu nd s to pay forc apitalexpend itu re itd oes notpu tthe
s c hools revenu e bu d getinto a d efic itpos ition. The governingbod y mu s tnotify
the L A in ad vanc e of any s u c h expend itu re if the s c hoolwis hes to make
alterations to theirbu ild ings ors ite.

BUDGET PREPARATION PROCESS

11 . ( )is res pons ible fors etting ou tthe bu d getproc es s whic h is
approved by the Financ e C ommittee /Governing B od y (d elete as appropriate)
on an annu albas is . Upon approval( )is res pons ible fors etting u pa
bu d getfile in whic hallrelevantd oc u ments are filed .

1 2 . The bu d getproc es s willinc orporate the following:

The extentofthe bu d getproc es s willd epend u pon the s ize ofthe s c hooland
ad d itionally how bid s for fu nd s are managed (i.e.res ou rc e alloc ation).Eac h
s c hoolto ins ertthe proc es s es thatare followed .Thos e thatare d eemed key to
an effec tive bu d getpreparation proc es s are lis ted below.

12 . 1 ( )is res pons ible forens u ring thatis s u es inc lu d ed in
B u d getGu id anc e N otes are inc orporated in the proc es s .

1 2 . 2 ( )is res pons ible forens u ring thatthe lates tP ay S c ales
information provid ed is u s ed to c alc u late s taff c os ts and ad d itionally,
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where inflationary c os ts are not known, to inc orporate reas onable
as s u mptions .

12 . 3 ( )is res pons ible fortes ting the as s u mptions mad e and
ad d itionally ens u ringthatallc alc u lations are ac c u rate.

12 . 4 ( )is res pons ible forens u ringthatallis s u es c ontained
in the S c hoolD evelopmentP lan are reflec ted in the bu d getproc es s .

1 2 . 5 ( ) res pons ible for managing bid s for fu nd s from
c u rric u lu m areas /d epartments and feed ing thes e into the bu d get
proc es s .

1 2 . 6 ( )is res pons ible forens u ring thatthe bu d getary
as s u mptions inc orporated in the M u lti-Year B u d get P lan, inc lu d ing
pu pilforec as ts , are s tillappropriate.

12 . 7 ( )is res pons ible forpreparingan interim bu d getreport
s ettingou tthe overallfinanc ialpos ition ofthe s c hool.

12 . 8 ( )is res pons ible forinc orporatingthe Ind ic ative B u d get
ifprovid ed by the L A d u ringthe A u tu mn Term into the bu d getproc es s .

1 2 . 9 ( )is res pons ible forens u ringthatthe finalbu d getplan
is prepared forapprovalby the Governing B od y orby a c ommittee of
the governing bod y u pon rec eiptof the S c hoolB u d getS hare from the
L A , takinginto ac c ou ntallthe is s u es rais ed d u ringthe bu d getproc es s .

1 2 . 1 0 ( )is res pons ible fors etting ou tas s u mptions mad e with
regard to inc ome forapprovalby the GoverningB od y.

1 2 . 11 ( )is res pons ible fors etting ou thow the princ iples of
B es tValu e have been c omplied with for approvalby the Governing
B od y.

1 2 . 12 Upon approvalof the bu d getplan by the Governing B od y or by a
c ommittee of the governing bod y, ( )is res pons ible for
ens u ring that the approved bu d get plan, s tatement of inc ome
as s u mptions , and bac k-u p to s alary c alc u lations are s u bmitted to the
L A on the appropriate forms and are s igned by both the H ead teac her
and the C hairofGovernors (where appropriate).

D epend ing on the s ize /managements tyle of the s c hool,bu d getreports will
be prepared forapprovalby eitherthe M anagementTeam and /orthe Financ e
C ommittee /Governing B od y ou tlining the bu ild u p of the bu d getin terms of
c os ts and fu nd ing
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13. ( )is res pons ible forens u ringthatthe bu d getfile is s ec u rely held in
s c hools o thatfu rtherreferenc e may be mad e to itd u ring the financ ialyear.

14. ( )is res pons ible for c ommu nic ating the approved bu d getto
ind ivid u albu d getmanagers s o thatthey c an c arry ou ttheirbu d getmonitoring
res pons ibilities .

15. ( )is res pons ible forens u ring thatthe bu d getplan is reflec ted on
the s c hool’ s ac c ou nting s ys tem . ( )wills ign the firs tbu d getprint
c onfirmingthatthe bu d getplan has been entered onto the s c hool’ s ac c ou nting
s ys tem .

BUDGET TIMETABLE

16. The bu d getproc es s willnormally begin in the A u tu mn term .

1 7 . The s c hoolis requ ired to provid e the L A with a forec as tou ttu rn forthe c u rrent
financ ialyearby the beginningofD ec embereac hyear

1 8 . The s c hoolis req u ired to s u bmitthe formalbu d getplan, approved by the
Governing B od y ora c ommittee ofthe governing bod y, to the L A by 31 s tM ay
ofeac hyear.

19. The s c hoolis requ ired to s u bmita revis ed bu d getplan, als o approved by the
s aid c ommittee to the L A by 31 s tO c toberofeac hyear.

2 0 . The following are key d ates for the internalmanagement of the bu d get
proc es s : s c hoolto ins ertown d ates where appropriate.

SECURITY AND RETENTION OF DOCUMENTS

21 . ( ) willbe res pons ible for ens u ring thatalld oc u mentation
relatingto bu d getpreparation is retained s ec u rely.

2 2 Fu llc u rrentd etails of retention period s for alld oc u ments inc lu d ed in this
M anu alatS ec tion 191 8 .
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65. CODE OF CONDUCT AND REGISTERS OF PECUNIARY
INTERESTS

(To be supplemented with any further guidance applicable to the school)

_________________________________SCHOOL

INTRODUCTION

1 . This d oc u mentwillbe d is tribu ted to alls taffwho c ou ld be in any way involved
in s pend ing d ec is ions and the s elec tion ofs u ppliers ofgood s ors ervic es , and
allgovernors . In ad d ition and where appropriate, extrac ts from one ormore of
the following d oc u ments willbe append ed to c omplete the pic tu re of s ys tem
proc ed u res and s taff and governorres pons ibilities . This is the res pons ibility
of( ), who willmaintain a rec ord ofthe name ofthe member
ofs tafforgovernor, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
S c hools Financ ialValu e S tand ard
Financ ialRegu lations forS c hools

CODE OF CONDUCT

2 . A c od e of c ond u c tforGovernors and S taff relating to c ommerc ialprac tic es ,
gifts and hos pitality was s u bmitted to the Governing B od y and ad opted by
them on (d ate )

3. ( )willbe informed by any governor or member of s taff of
any gifts or hos pitality rec eived and willrec ord alld etails of s u c h gifts or
hos pitality in a bookkeptforthis pu rpos e. (A lternatively a Gifts and H os pitality
P roc ed u re form is enc los ed atA ppend ix 2 and c an be amend ed as req u ired
and c ompleted forms kepton a file. P leas e s u bs titu te with s c hoolalternative
ifapplic able.)

4. A ny q u eries from governors ors taff on the req u irements of the C od e willbe
hand led by ( ), who wills eekfu rtherad vic e as nec es s ary.

GOVERNORS’ DETAILS AND THE REGISTER OF BUSINESS PECUNIARY
INTERESTS

5. Governors hold an importantpu blic offic e and theirid entity s hou ld be known
to their s c hooland wid er c ommu nities . Governing bod ies s hou ld therefore
pu blis h on their webs ite information abou ttheir members . The information
they s hou ld pu blis hs hou ld , as a minimu m inc lu d e foreac hgovernor:

 theirname;
 theirc ategory ofgovernor;
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 whic hbod y appoints them ;
 theirterm ofoffic e;
 the names ofany c ommittees the governors erves on; and
 d etails of any pos itions of res pons ibility s u c h as c hairorvic e-c hairof

the governingbod y ora c ommittee ofthe governingbod y.

Governing bod ies s hou ld als o pu blis h this information foras s oc iate members ,
making c learwhetherthey have voting rights on any of the c ommittees they
s erve on.

6. Governors and s taff have a res pons ibility to avoid any c onflic tbetween their
bu s ines s and pers onalinteres ts and the interes ts ofthe s c hool. O ne important
means by whic h a s c hoolmu s td emons trate itis applying thes e princ iples is
by maintaining a Regis terof B u s ines s Interes ts . This regis ters hou ld be kept
u p-to d ate and d is c u s s ed as a s tand ing item at the beginning of every
governing bod y meeting to help id entify potentialc onflic ts of interes tand if
any u pd ating or fu rther ac tion is need ed . Ind ivid u als are res pons ible for
d ec laring immed iately ifthey have a c onflic tofinteres twith any matterbeing
d is c u s s ed . If there is a c onflic tof interes t, the relevantpers on is req u ired to
withd raw from the meetingand notvote on the is s u e in q u es tion.

7 . A llbu s ines s interes ts s hou ld be d ec lared thatc ou ld res u ltin a c onflic tof
interes t:

 Financ ial– interes ts in a c ontrac tor propos ed c ontrac tby d irec tor
family c onnec tion

 A ppointment – interes ts in the provis ion for s pons or governors or
interes ts in s omeone’ s appointment, reappointmentors u s pens ion from
offic e as a governororc lerkto the governingbod y

 P ay and performanc e – interes ts in the pay or apprais alof s omeone
working atthe s c hoolin c as es where the governorors taff memberis
als o paid to workatthe s c hool

8 5. The Regis terwillbe c ompris ed of a file of forms , an example of whic h is at
A ppend ix 1 to this s ec tion. The Regis ter is the overallres pons ibility of
( )who willens u re the regis teris u pd ated atleas tannu ally
foralls taffand governors .

96. The Regis terwillbe held s ec u rely by ( ).

1 0 7 . N otific ations of pec u niary interes ts willbe given by governors and s taff to
( ), who willfile the forms in the Regis ter.

1 1 8 . A ny q u eries from governors ors taffon the need to regis terpec u niary interes ts
willbe hand led by ( ), who wills eek fu rther ad vic e as
nec es s ary.
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SECURITY AND RETENTION OF DOCUMENTS

129. ( )willbe res pons ible forens u ring thatalld oc u mentation is
retained s ec u rely.

1310 . Fu llc u rrentd etails of retention period s foralld oc u ments are inc lu d ed in this
M anu alatS ec tion 1 98 .
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APPENDIX 1
SAMPLE DECLARATION

DISCLOSURE OF A BUSINESS (or PECUNIARY) INTEREST
GOVERNORS / STAFF

S c hool… … … … … … … … … … … … … … .

FULL NAME……………………………………………………..

P leas e c omplete as appropriate:

EITHER

1 . I and /or my partner and /or my relatives (inc lu d ing s pou s e) have a d irec tor
ind irec tinteres tin the c ompanies /organis ations /bod ies lis ted below from
whic hthe s c hoolmay wis hto pu rc has e good s ors ervic es :

Name of
Company
or Body

Nature of
Business

Nature of
Interest

Date of
Appointment

or
Acquisition

Date of
Cessation of

Interest

Date of Entry

Details of any other education establishments governed, member of Central
Bedfordshire Council or have been appointed by the Central Bedfordshire Council.

Relationships between governors and school staff (including spouses, partners and
relatives):

OR

2 . N either I nor my relatives (inc lu d ing s pou s e) have any d irec tor ind irec t
interes tin any c ompany /organis ation /bod y from whic hthe S c hoolmay wis h
to pu rc has e good s ors ervic es .
If you have no such interests please write “NIL” in the table above – for
completeness of the School’s records NIL returns are needed.

IN ALL CASES

3. Id ec lare thatIwillnotify the C lerkto the Governors ofany c hange in
c irc u ms tanc e thatmay affec tthis d ec laration. Ic ertify thatIhave d ec lared all
benefic ialinteres ts whic hIorthe members ofmy immed iate family have with
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bu s ines s es orotherorganis ations whic hmay have d ealings withthe s c hool. I
als o u nd ertake to inform the s c hoolofany c hange in thes e bu s ines s interes ts .

S igned _________________________ D ate______________
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APPENDIX 2

Gifts and Hospitality Procedure
Code of Conduct for Governors and Staff

P leas e ans werthe q u es tions below to explain the c irc u ms tanc es in whic hyou have
rec eived orbeen offered a giftorhos pitality.

The Gift/Hospitality
D es c ription ofGift/O fferofH os pitality

A pproximate C os t £

D ate ofrec eiptofgift/hos pitality

Recipient of the Gift/Hospitality
N ame

Job Title/Grad e

D oes the rec ipient, in the c ou rs e ofhis /her
workd u ties , d etermine c ontrac ts oralloc ate
expend itu re?

Yes /N o

Ifyes , give d etails :

W hatis the c u rrent/potentialrelations hip
between the rec ipientand the organis ation
offeringthe gift/hos pitality?
Is this employee the only rec ipientof
gift/hos pitality from this s ou rc e?

Yes /N o

Ifyes give d etails :

H as the rec ipientrec eived , in the las ttwo
years othergifts orhos pitality?
W hatwere they?

Yes /N o

Provider of the Gift/Hospitality
N ame ofthe O rganis ation:

N atu re ofbu s ines s

C u rrent/potentialrelations hipwith

C ou nc il/S c hool

H as this organis ation offered gifts /hos pitality

to otheremployees ?

Yes /N o

Ifyes give d etails :

Employee’s signature clause

S igned … … … … … … … … . .

P rintN ame… … … … … … … … …

D ate… … … … … … … … … … .

Headteacher’s or Chair of Governors’ signature clause

Is u pport/d o nots u pportthis gift/hos pitality beingac c epted (d elete as
appropriate)
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S igned … … … … … … … … … … . .

P rintN ame … … … … … … … … … … … … . .

P os ition … … … … … … … … … … … … … … … … … … . .

D ate … … … … … … … … … … . .

This c ompleted Form s hou ld be pas s ed to you rH ead teac herorC hairofGovernors
for s ignatu re and plac ed on the Regis ter maintained by the s c hool.
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76. DELEGATION OF POWERS

________________________________School

INTRODUCTION

1 . The d oc u mentatA ppend ix 1 and S u mmary atA ppend ix 2 s ets ou tthe
res pec tive financ ialand s ome other as s oc iated roles and res pons ibilities of
the Governing B od y, its c ommittees and head teac her and the fu rther
d elegation ofc ertain fu nc tions from the head teac herto othermembers ofs taff
(s ee A ppend ix 3).

2 . Financ ialRegu lations forS c hools c ontain a s ec tion on D elegation ofP owers .
This emphas is es the need for s c hools to properly au thoris e and d oc u ment
arrangements to d elegate financ ial res pons ibilities . The S c heme of
D elegation for(entername ofs c hool)was approved by the Governing B od y
on (d ate ).

3. ( )is res pons ible forens u ring alls taff are ad vis ed of the
d elegation ofpowers .

SCHOOL RESPONSIBILITY CHART (Example)

S c hoolto ad d s taffings tru c tu re here below the levels s hown as appropriate

GoverningB od y

Financ e C ommittee

H ead teac her

B u rs ar/Financ e
M anager

O therC ommittees (s c hoolto d etail)



33 30 /0 6/20 16C entralB ed ford s hire C ou nc il20 151

The A ppend ix 1 and A ppend ix 2 attac hed are merely illu s trative and the
s c hoolwillneed to c ons id ereac h and every s ec tion and reac h a d ec is ion on
whethereac h s ec tion is appropriate forits partic u larc irc u ms tanc es . W here it
is c ons id ered thatan area of d elegation is appropriate,the Governing B od y
approved arrangements s hou ld be ins erted .

W hen the Governing B od y is c ons id ering their S c heme of D elegation and
prod u c ing theirown A ppend ic es to this s ec tion of the Financ e M anu al,they
s hou ld referto and take note ofthe S c hools Financ ialValu e S tand ard
A n interpretation of itis s hown atthe A ppend ix 1 and 2.A ppend ix 3 is an
illu s tration ofthe financ iald elegation.
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APPENDIX 1

IL L US TRA TIVE O N L Y:TO B E P RO D UC ED B Y TH E S C H O O L

ROLES OF THE GOVERNING BODY AND HEADTEACHER

SCHEME OF DELEGATION

In ac c ord anc e with the “terms of referenc e”forGoverning B od ies of allmaintained
s c hools in England (the Ed u c ation (S c hoolGovernment) (Terms of Referenc e)
(England )Regu lations 20 0 0 )the arrangementforthe d elegation of fu nc tions of the
GoverningB od y s hallbe as follows : The S c hoolGovernanc e (Roles , P roc ed u res and
A llowanc es )(England )Regu lations 2 0 13 c ome into forc e on the 1s tof S eptember
20 13 and s implify and replac e the provis ions of three previou s s ets of regu lations ,
inc lu d ing The Ed u c ation (S c hoolGovernment) (Terms of Referenc e) (England )
(Regu lations )2 0 0 0 .

KEY POINTS

 The ‘ board ofgovernors ’ s hou ld operate ata s trategic level, leaving the head
teac her and s enior s c hoollead ers res pons ible and ac c ou ntable to itfor the
operationald ay-to-d ay ru nningofthe s c hool.

 The board s hou ld avoid its time being c ons u med with is s u es of s ec ond ary
importanc e, and foc u s s trongly on three c ore fu nc tions :

o s ettingthe vis ion and s trategic d irec tion ofs c hool;
o hold ing the head teac her to ac c ou ntfor its ed u c ationalperformanc e;

and
o ens u ringfinanc ialres ou rc es are wells pent.

 Governors need a robu s tproc es s and frameworkfors ettingpriorities , c reating
ac c ou ntability and monitoringprogres s .

 Itis good prac tic e forthe board to review its own performanc e regu larly and
pu blis han annu als tatementto explain how ithas fu lfilled its res pons ibilities .

 B oard s s hou ld d evelop and maintain a s c heme of d elegation to d efine
explic itly atwhic h leveleac h ofits fu nc tions willbe exerc is ed . Itis c ru c ialthat
the board as a whole retains overs ightofthe c ore fu nc tions .

 The c hairhas a vitalrole in keeping the board foc u s ed on its c ore fu nc tions ,
and in ens u ring it operates effec tively, inc lu d ing throu gh the ac tive
c ontribu tion ofallits members .

 H igh qu ality profes s ionalc lerking is c ru c ialto the effec tive fu nc tioning of the
board .

 M embers of the board and its c ommittees mu s tbe pres entin a meeting to
vote, bu tthey may be pres ent‘ virtu ally’ , for example by telephone or vid eo
c onferenc e.
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THE TERMS OF REFERENCE

1 . The GoverningB od y m u s t:

1 . A c twith integrity, objec tivity and hones ty in the bes tinteres ts of the
s c hool.

2 . B e open abou tthe d ec is ions they make and the ac tions they take and
in partic u lars hallbe prepared to explain theird ec is ions and ac tions to
interes ted pers ons .

3. N othing in P aragraph 1 . 2 above s hallreq u ire the Governing B od y to
d is c los e materialrelatingto:

 A named teac her or other pers on employed or engaged or
propos ed to be engaged atthe s c hool

 A named pu pilatorc and id ate forad mis s ion to the s c hool

 A ny matterwhic h by reas on ofits natu re, the Governing B od y ora
c ommittee of the Governing B od y are s atis fied s hou ld remain
c onfid ential

ROLE OF THE GOVERNING BODY

2 . The Governing B od y are to c arry ou ttheirfu nc tions with the aim of taking a
largely s trategic role in the ru nningofthe s c hool.

3. This inc lu d es s etting u p a s trategic framework forthe s c hool, s etting its aims
and objec tives , s ettingpolic ies and targets forac hievingthe objec tives .

4. The Governing B od y s hallmonitorand evalu ate progres s and reviewing the
s trategic frameworkin the lightofprogres s .

5. In exerc is ing this role the Governing B od y s hallc ons id erany ad vic e given by
the H ead teac her.

6. The Governing B od y s hallac t as a “c ritic alfriend ”to the H ead teac her,
provid ing s u pportforthe H ead teac herin the performanc e ofhis fu nc tions and
give him c ons tru c tive c ritic is m .

ROLE OF THE HEADTEACHER

7 . The H ead teac her s hall be res pons ible for the internal organis ation,
managementand c ontrolofthe s c hooland the implementation ofthe s trategic
frameworkes tablis hed by the GoverningB od y.
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8 . The H ead teac her s hall ad vis e the Governing B od y in relation to the
es tablis hmentand review ofthe s trategic frameworke. g.

1 . form u late aims and objec tives forthe s c hool

2 . formu late polic ies for the s c hool for ac hieving thos e aims and
objec tives

3. formu late targets forthe ac hievements ofthos e aims and objec tives

allofwhic hthe GoverningB od y willc ons id erad opting.

9. The H ead teac her s hall report at leas t onc e every s c hool year to the
Governing B od y on the progres s mad e toward s ac hieving the aims and
objec tives .

DELEGATIONS OF THE GOVERNING BODY’S FUNCTIONS

10 . W here the Governing B od y d elegate any fu nc tion to a H ead teac her, the
regu lations give them powerto give the H ead teac herreas onable d irec tion in
relation to thatfu nc tion and oblige the head to c omply withthos e d irec tions .

1 1 . The Governing B od y has d ec id ed to d elegate s ome of the fu nc tions to the
H ead teac her having regard to their mainly s trategic role and the
H ead teac her’ s res pons ibility for internals c hoolorganis ation, management
and c ontrol.

SCHOOL CURRICULUM

12 . The H ead teac her is res pons ible for preparing polic ies for the s ec u lar
c u rric u lu m and for reviewing the P olic y every s c hoolyear. The Governing
B od y willagree the polic y and monitorand review implementation.

PERFORMANCE MANAGEMENT

13. The Governing B od y writes the P erformanc e M anagement P olic y, whic h
governs the implementation of teac her apprais al. This takes plac e after
c ons u ltation withteac hings taff.

14. The Governing B od y reviews the polic y annu ally, ens u ring teac hers are
c ons u lted .

15. The H ead teac her willimplementthe polic y. A c opy of the P erformanc e
M anagementP olic y is available on the polic y file and is available to teac hing
s taffand anyone ins pec tingthe s c hool’ s apprais als ys tem .
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COMMITTEES

16. A d elegation to any c ommittee s hallbe s u bjec tto the following res tric tions
and c ond itions :

1 . The C ommittee s hallgive effec tto any res olu tion of the Governing
B od y u pon matters ofprinc iple orpolic y.

2 . The C ommittee s hall, in c as es of d ou btor d iffic u lty, d irec tthatits
d ec is ion be s u bmitted to the GoverningB od y as a rec ommend ation.

1 7 . N otwiths tand ing d elegated powers granted , the Governing B od y may c allfor
any matter that is s tillu nd er c ons id eration to be referred to them for a
d ec is ion.

1 8 . The GoverningB od y has es tablis hed the followingc ommittees :

1 . S tatu tory

There are no longerany s tatu tory c ommittees . Ifitis the wis h of
the governing bod y an ad mis s ion/exc lu s ion hearing c ou ld be heard by the fu ll
governing bod y. In the eventof a s taff d is c iplinary proc ed u res hearing held , the
head teac her has the rightto hear the initialappealwith the fu llgoverning bod y
formingthe appeals ’c ommittee.

2 . N on-S tatu tory bu tFinanc e is rec ommend ed

S c hoolto ins ertits lis there e.g.Financ e C ommittee

AUTHORITIES AND RESPONSIBILITIES DELEGATED TO PARTICULAR
COMMITTEES

19. For eac h of thes e c ommittees the members hip, proc ed u res and d es ignated
fu nc tions have been d etermined and are attac hed . (s c hoolto attac h)

20 . The Governing B od y retains the rightto withd raw any d elegated powers at
theirown d is c retion.

AUTHORITY AND RESPONSIBILITIES DELEGATED TO THE HEADTEACHER

21 . The Governing B od y s hallrely on the H ead teac herto perform thos e fu nc tions
thatare s etou tin the Teac her’ s P ay and C ond itions D oc u ment-C ond itions of
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Employment of H ead teac hers and the c ond itions in S ec tion 1 of that
d oc u ment.

2 2 . In ad d ition the following fu nc tions are d elegated to the H ead teac her: (s ee
A ppend ix 2)

1 . School Development Plan

a) To prepare a plan to inc lu d e financ ialas pec ts fors u bmis s ion for
approvalby the Governing B od y and to keep the plan u pd ated
and u nd erreview. A mend ments to the plan to be agreed by the
GoverningB od y atthe nextmeeting.

b) To prepare for c ons id eration by the Financ e c ommittee a
propos ed bu d getc ons is tentwiththe s c hools bu d get.

c ) To perform the d u ties of S ec tion 151 O ffic erin c omplianc e with
the Financ ialRegu lations for S c hools and in partic u lar s ou nd
bu d getmanagement and implementation of financ ialc ontrol.
(s ee A ppend ix 2)

2 . Staffing

a). To propos e for the approval by the Governing B od y a
c omplementand organis ationals tru c tu re of the teac hing and
non-teac hingpos ts in the s c hool.

b). To formu late for approval by the Governing B od y the
s pec ific ations forallpos ts .

c ) To s elec tforappointmentallparttime and temporary teac hers .

d ) To be a member of the Governing B od y c ommittee for the
s elec tion and ad vanc ement of all fu ll time and permanent
teac hers , exc lu d ing the s elec tion ofa H ead teac her.

e) To be res pons ible forthe s elec tion of allfu lltime and parttime
non-teac hings taffemployed atthe s c hool.

f) To rec ommend allinc rementalinc reas es in S taff pay to the
GoverningB od y.

g) To rec ommend levels of pay of all S taff agains t their pos t
s pec ific ations to Governors who will then notify the s taff
ac c ord ingly.

h) The au thority to alloc ate ad d itionalpaid hou rs of work to non-
teac hings taff.
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3. Performance Management

a) To implementP erformanc e M anagementpolic y es tablis hed by
GoverningB od y.

b) To appoint/ac tas apprais erforteac her.

4. Special Education Needs

a) To s ec u re thatthe nec es s ary provis ions are mad e forany pu pil
for whom the L A had mad e a written s tatement of S pec ial
Ed u c ationalN eed s .

b) To ens u re that teac hers at the s c hool are aware of the
importanc e ofid entifying, involving the parents of, and provid ing
forpu pils who have s pec ialed u c ationalneed s .

c ) To as s u me the role of res pons ible pers on as s pec ified u nd er
S ec tion 2(5)ofthe Ed u c ation A c t198 1 .

5. Pupil Admission and Attendance

To as s is tthe A d mis s ions C ommittee to s ec u re thatthe s tatu tory
req u irements relatingto the s c hool’ s ad mis s ions and attend anc e
regis ters are c omplied with and thatthe relevantretu rns are
mad e as req u ired .

6. Premises

S u bjec tto any d irec tions by the Governing B od y or relevant
c ommittee to operate the Governing B od y’ s polic y on the
c ommu nity u s e ofthe s c hool.

7 . Elections

To ac tas Retu rning O ffic er in c ond u c tof elec tions of teac her
governors and parentgovernors .

8 . Pupil Records

The Governing B od y d elegates to the H ead teac herthe rightto
ac c es s to allpu pilrec ord s .

9. Curriculum

To ens u re that the s c hool c u rric u lu m c onforms to the
req u irements of the N ational C u rric u lu m and Government
Regu lations withregard to L iterac y and N u merac y.
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10 . Data Protection Act

To ens u re thatthe s c hoolc onforms to Regis tration u nd er this
A c t.

AUTHORITIES AND RESPONSIBILITIES DELEGATED TO THE CHAIRMAN OF
GOVERNORS

23. A u thority to ac tin an emergenc y -within the S tatu tory P owers ofa C hairman
to ac tin c irc u ms tanc es ofu rgenc y, as d efined in the regu lations .

24. In relation to any fu nc tion ofthe GoverningB od y, the C hairman s hallhave the
power to take s u c h ac tion as c ons id ered appropriate provid ed the following
c riteria are met

1 . D elay wou ld be s eriou s ly d etrimentalto the interes ts of the Governing
B od y, the S c hool, any regis tered pu pilorhis /herparentorgu ard ian or
to any pers on employed atthe s c hool.

2 . A meeting ofGoverning B od y orappropriate c ommittee c annotbe held
u ntilafterthe d ec is ion orac tion mu s tbe taken.

25. The Vic e C hairman may exec u te thes e powers in the s ame c irc u ms tanc es if
the C hairman is u navailable.

26. A lld ec is ions and ac tions taken u nd erthes e provis ions s hallbe reported to the
nextmeeting ofthe Governing B od y and to thatofany c ommittee c onc erned
forinformation.

GOVERNORS RESPONSIBILITIES FOR STAFFING

2 7 . The GoverningB od y:

1 . Employs the s taffofthe s c hool;

2 . M u s tac c eptthe exis tingpay and c ond itions ofs ervic e ofs taff.

3. M ay, like the previou s employer, reac h fres h agreements on non-
s tatu tory c ond itions for teac hers and allpay and c ond itions for non-
teac hings taff;

4. M u s t s elec t as well as appoint the head teac her and any d epu ty
head teac hers , bu tmay d elegate s elec tion ofothers taff;

5. M u s tens u re thatanyone they c ons id erappointing as a teac hermeets
s tatu tory s tand ard s for q u alific ations and health and has notbeen
barred from teac hing. They s hou ld als o ens u re thatpolic e c hec ks are



41 30 /0 6/20 16C entralB ed ford s hire C ou nc il20 151

c arried ou tforappointments to any pos twith s u bs tantialu ns u pervis ed
ac c es s to c hild ren;

6. M ay only employ lic ens ed teac hers orovers eas trained teac hers with
permis s ion from the S ec retary ofS tate;

7 . M u s tobs erve the s tatu tory ru les for teac her’ s pay and c ond itions of
s ervic e u nles s the s c hoolhas formally opted ou tofthes e.

8 . M u s tes tablis h d is c iplinary ru les and proc ed u res for s taff, inc lu d ing
appropriate proc ed u res to d ealwith s taffd is c ipline and appeals agains t
d is mis s al;

9. M u s t report the d is mis s al of any teac her for mis c ond u c t to the
S ec retary ofS tate;

10 . A re res pons ible for ens u ring that the s c hool c omplies with
arrangements forteac hers apprais al.

11 . M u s tfu lfilthe d u ties of an employer u nd er the Teac her’ s P ens ion
S c heme and the L oc alGovernmentP ens ion S c heme;

12 . M ay allow eligible s taff to take early retirementand d ec id e how mu c h
enhanc ementto allow;

13. M u s tc omply withrelevantparts ofemploymentlaw;

14. M ay be req u ired to appearbefore an Ind u s trialTribu nalto d efend their
c ollec tive ac tion.

Delegation And COMMITTEES

B oard s s hou ld d evelopand maintain a s c heme ofd elegation to d efine explic itly at
whic hleveleac hofits fu nc tions willbe exerc is ed –atboard level, by a c ommittee, or
by a named ind ivid u al. This willhelpeveryone to u nd ers tand the d ivis ion of
res pons ibilities . A template (A ppend ix 2), s u c has the one prod u c ed by the N ational
Governors ’ A s s oc iation, may be a helpfu ls tartingpoint. Eac hind ivid u alorc ommittee
to whic hfu nc tions have been d elegated s hou ld have a terms ofreferenc e that
rec ord s theirremitand d ec is ion makingpowers . Thes e s hou ld be reviewed atleas t
annu ally.

Formatted: Right
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A ppend ix 1
TERMS OF REFERENCE OF COMMITTEES

S c hoolto ins ertbelow terms of referenc e for eac h of its c ommittees and s u b-
c ommittees

( ) COMMITTEE

Membership:

Procedures:

Functions:
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APPENDIX 2

GOVERNING BODY DECISION PLANNER

A wellorganis ed governingbod y c an s pread its workload by s ettingu pc ommittees
and d elegatingtas ks to thes e c ommittees , orin s ome ins tanc es to ind ivid u als .
Governingbod ies are ac c ou ntable in law forallmajord ec is ions abou tthe s c hooland
its fu tu re. H owever, this d oes notmean thatthey are req u ired to c arry ou tallthe
workthems elves . Forexample; governingbod ies have a res pons ibility to ens u re
thattheirs c hools have a pay polic y, bu tthey wou ld notbe expec ted to d raftit
thems elves . This tas kc an be d elegated to a memberofthe s c hools tafforthe
governors c ou ld u s e a mod elpolic y prod u c ed by the loc alau thority. The governors
willthen d is c u s s and amend /end ors e and ad optthe polic y as nec es s ary. The s ame
princ iple c an be applied to the prod u c tion ofany req u ired polic y.

THIS PLANNER SHOWS TO WHICH LEVEL THE GOVERNING BODY
MAY LEGALLY DELEGATE FUNCTIONS

KEY
L evel1 : Fu llgoverningbod y
L evel2 : A c ommittee ofthe governingbod y
L evel3: A n ind ivid u algovernor
L evel4: H ead teac her.

C olu mn blank: A c tion c ou ld be u nd ertaken by this level.
C olu mn bloc ked off: Fu nc tion c annotbe legally c arried ou tatthis level.

*Governors must remember that although decisions may be delegated,
the governing body as a whole remains responsible for any decision
made under delegation*

D ec is ion L evel
Key
Fu nc tion

N o Tas ks 1 2 3 4

Budgets 1 To approve the firs tformalbu d get
plan eac hfinanc ialyear

 

2 To monitormonthly expend itu re.   
3 To es tablis ha c hargingand

remis s ions polic y
 

4 M is c ellaneou s financ iald ec is ions    
5 To enterinto c ontrac ts (GB may wis h

to agree financ iallimits )
   

6 To make payments    
Staffing 7 H ead teac herappointments (s elec tion

panel)


8 D epu ty appointments (s elec tion
panel)



9 A ppointotherteac hers    
10 A ppointnon teac hings taff    
11 A gree a pay polic y   
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12 P ay d is c retions   

13 Es tablis hingd is c iplinary/c apability
proc ed u res

   

14 D is mis s alofhead teac her   

15 D is mis s alofothers taff    
16 S u s pend inghead   

1 7 S u s pend ings taff(exc epthead )    
1 8 End ings u s pens ion (head )   

19 End ings u s pens ion (exc epthead )   

20 D eterminings taffc omplement   

21 In volu ntary and fou nd ation s c hools
to agree whetherornotthe C hief
Ed u c ation O ffic er/d ioc es an au thority
s hou ld have ad vis ory rights

  

22 D eterminingd is mis s alpayments /
early retirement

  

Curriculum 23 Ens u re N ationalC u rric u lu m (N C )
tau ghtto allpu pils and to c ons id er
any d is applic ation forpu pil(s )

   

24 To es tablis ha c u rric u lu m polic y 

25 To implementc u rric u lu m polic y 

26 To agree orrejec tand monitor
c u rric u lu m polic y

  

2 7 Res pons ible fors tand ard s of
teac hing

   

2 8 To d ec id e whic hs u bjec toptions
s hou ld be tau ghthavingregard to
res ou rc es , and implementprovis ion
forflexibility in the c u rric u lu m
(inc lu d ingac tivities ou ts id e s c hool
d ay)

   

29 Res pons ibility forind ivid u alc hild ’ s
ed u c ation

   

30 P rovis ion ofs ex ed u c ation –to
es tablis hand keepu pto d ate a
written polic y

   

31 To prohibitpolitic alind oc trination and
ens u ringthe balanc ed treatmentof
politic alis s u es

   

32 To es tablis ha c hargingand
remis s ions polic y forac tivities (non
N C bas ed )

   

Performance
Management

33 To formu late a performanc e
managementpolic y

   

34 To es tablis ha performanc e
managementpolic y

  

35 To implementthe performanc e
managementpolic y

   

36 To review annu ally the performanc e
managementpolic y

  

Target Setting 37 To s etand pu blis htargets forpu pil
ac hievement

   

Discipline/Exclusions 38 To es tablis ha d is c ipline polic y  
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39 To review the u s e ofexc lu s ion and to
d ec id e whetherornotto c onfirm all
permanentexc lu s ions and fixed term
exc lu s ions where the pu pilis either
exc lu d ed formore than 15 d ays in
totalin a term orwou ld los e the
opportu nity to s ita pu blic
examination. (C an be d elegated to
c hair/vic e-c hairin c as es ofu rgenc y)

 

40 To d irec treins tatementofexc lu d ed
pu pils (C an be d elegated to
c hair/vic e-c hairin c as es ofu rgenc y)

 

Admissions 41 To c ons u ltannu ally before s ettingan
ad mis s ions polic y (bu tin c ommu nity
and c ontrolled s c hools only where
the L A has d elegated this powerto
the governingbod y)

 

42 To c ons u ltannu ally before s ettingan
ad mis s ions polic y (VA and
Fou nd ation s c hools )

 

43 To es tablis han ad mis s ions polic y
(s pec ials c hools where pu pils d o not
have a s tatement)ac tingwithL A

 

44 A d mis s ions : applic ation d ec is ions
(bu tin c ommu nity and c ontrolled
s c hools only where the L A has
d elegated this powerto the
governingbod y)

 

45 A d mis s ions : applic ation d ec is ions
(VA , Fou nd ation and s pec ials c hools )

 

46 To appealagains tL A d irec tions to
ad mitpu pil(s )(Volu ntary, Fou nd ation
and s pec ials c hools ; als o c ommu nity
and V C s c hools where L A is the
ad mis s ions au thority)

 

Religious Education 47 Res pons ibility forens u ring provis ion
ofRE in line withs c hool’ s bas ic
c u rric u lu m (alls c hools )
N B this mu s tfallinto line withloc ally
agreed s yllabu s

   

48 D ec is ion to revertto previou s RE
s yllabu s (Fou nd ation S c hools exc ept
VA ofreligiou s c harac ter)

   

49 D ec is ion to provid e RE ac c ord ingto
tru s td eed /s pec ified d enomination in
VA s c hools withreligiou s c harac ter
(Fou nd ation and VC s c hools of
religiou s c harac teratrequ es tof
parents

   

50 D ec is ion to provid e RE in line with
loc ally agreed s yllabu s (V A s c hools –
only ifparents req u es tit. A llother
s c hools notc overed in 49 above)

   

Collective Worship 51 In allmaintained s c hools to ens u re
thatallpu pils take partin a d aily ac t
ofc ollec tive wors hip(afterc ons u lting
GB )



52 To make applic ation to the ad vis ory
c ou nc ils , S A C RE , c onc erningthe
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req u irements forc ollec tive wors hip
(s c hools withou ta religiou s
c harac ter)to d is apply afterc ons u lting
GB )

53 A rrangements forc ollec tive wors hip
(s c hools withou treligiou s c harac ter
afterc ons u ltingGB )



54 A rrangements forc ollec tive wors hip
in Fou nd ation s c hools ofreligiou s
c harac ter, V C orVA s c hools (after
c ons u ltinghead )

  

Premises &
Insurance

55 B u ild ings ins u ranc e and pers onal
liability–GB to s eekad vic e from L A ,
d ioc es e ortru s tees where
appropriate (itis s u gges ted thatthe
GB as a whole s hou ld be involved in
this d ec is ion)

  

56 D evelopings c hoolbu ild ings s trategy
ormas terplan and c ontribu tingas
req u ired to L A A s s etM anagement
P lanningarrangements (itis
s u gges ted thatthe GB as a whole
s hou ld u nd ertake this d ec is ion)

 

57 P roc u ringand maintainingbu ild ings ,
inc lu d ingd evelopingproperly fu nd ed
maintenanc e plan

 

Health & Safety 58 To ins titu te a healthand s afety polic y
(in c ommu nity and V C s c hools this
wou ld be the L A )



59 To ens u re thathealthand s afety
regu lations are followed

   

School Organisation 60 To pu blis hpropos als to c hange
c ategory ofs c hool

 

61 P ropos alto alterord is c ontinu e
volu ntary fou nd ation orfou nd ation
s pec ials c hool

 

62 To s etthe times ofs c hools es s ions
and the d ates ofs c hoolterms and
holid ays exc eptin c ommu nity and V C
s c hools where itis the L A

  

63 To ens u re thatthe s c hoolmeets for
38 0 s es s ions in a s c hoolyear

   

64 To ens u re thats c hoollu nc h
nu tritionals tand ard s are metwhere
provid ed by the governingbod y.

   

Information For
Parents

65 To prepare and pu blis hthe s c hool
pros pec tu s

   

66 To prepare and pu blis hthe s c hool
profile

   

67 To ens u re provis ion offree s c hool
meals to thos e pu pils meetingthe
c riteria

   

68 A d option and review ofhome-s c hool
agreements

   

69 To pu blis honline d etails ofhow the
s c hoolhas u s ed P u pilP remiu m



GB Procedures 69 To d raw u pins tru mentofgovernment
and any amend ments thereafter
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7 0 To appoint(and remove)the c hair
and vic e-c hairofa permanentora
temporary governingbod y



7 1 To appointand d is mis s the c lerkto
the governors



7 2 To hold a fu llgoverningbod y
meetingatleas tthree times in a
s c hoolyearora meetingofthe
temporary governingbod y as often
may req u ire



7 3 To appointand remove c ommu nity or
s pons orgovernors .



7 4 To s etu pa Regis terofGovernors ’
B u s ines s Interes ts



7 5 To approve and s etu pa Governors
Expens es S c heme

   

7 6 To d is c harge d u ties in res pec tof
pu pils withs pec ialneed s by
appointinga “res pons ible pers on”in
c ommu nity, volu ntary and
Fou nd ation S c hools

  

7 7 To c ons id erwhetherornotto
exerc is e d elegation offu nc tions to
ind ivid u als orc ommittees



7 8 To regu late the GB proc ed u res
(where nots etou tin law)



Federations 7 9 To c ons id erforminga fed eration or
joiningan exis tingfed eration



8 0 To c ons id erreq u es ts from other
s c hools to join the fed eration



8 1 To leave a fed eration 
Extended Schools 8 2 * To d ec id e to offerad d itionalac tivities

and to whatform thes e s hou ld take


8 3 To pu tinto plac e the ad d itional
s ervic es provid ed

   

8 4 To ens u re d elivery ofs ervic es
provid ed

   

8 5 To c eas e provid ingextend ed s c hool
provis ion
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APPENDIX 3

FINANCIAL DELEGATION
HEADTEACHER/OTHER STAFF

MEMBER OF
STAFF

FROM
(DATE)

MEMBER OF
STAFF

FROM
(DATE)

CREDITOR PAYMENTS

C hec king

A pproving

INVENTORY

A nnu alReview

PAYROLL

Teac hers

Variations to non s tand ard
d ata

OTHERS

Times heetc ertific ation

Etc
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87. INCOME AND BANKING

(To be supplemented with any further guidance applicable to the school)

___________________________________SCHOOL

INTRODUCTION

1 . This d oc u mentwillbe d is tribu ted to allrelevants taffc arryingou tthe fu nc tions
d etailed . In ad d ition and where appropriate, extrac ts from one ormore ofthe
following d oc u ments willbe append ed to c omplete the pic tu re of s ys tem
proc ed u res and s taffing res pons ibilities . This is the res pons ibility of
( ), who willmaintain a rec ord ofthe name ofthe memberof
s taff, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
S c hools Financ ialValu e S tand ard
Financ ialRegu lations forS c hools
Fu lly Fu nd ed B ankA c c ou ntS c heme forS c hools
C ou nc il’ s Financ ialP roc ed u re on B ankingand C as hM anagement
C ou nc il’ s Financ ialP roc ed u re on C hargingforGood s and S ervic es
C ou nc il’ s Financ ialP roc ed u re on D ebtRec overy
Taxation & V A T Gu id e

OVERALL RESPONSIBILITIES

2 . The head teac her willhave overallres pons ibility for ens u ring thatalloffic ial
inc ome is id entified , effic iently c ollec ted , properly ac c ou nted for, s ec u rely
s tored and promptly banked .

3. The Governing B od y has res pons ibility fores tablis hing a c harging polic y and ,
when appropriate, any as s oc iated s c ales of c harges , reviewing the polic y
annu ally and minu ting thatpolic y. The head teac herwills u bmita reporteac h
yearto the GoverningB od y to enable this review to be c arried ou t.

4. The head teac her has d elegated c ertain res pons ibilities as d efined in this
d oc u ment, c omplying with the princ iples that the member of s taff
ad minis tering an inc ome s ys tem and is s u ing invoic es s hall not als o be
res pons ible forthe rec eiptofthatinc ome.

5. ( ) will have overall res pons ibility for ens u ring VA T is
c orrec tly c alc u lated and ad d ed to c harges when appropriate, in ac c ord anc e
withthe lates tVA T Gu id e and otherad vic e given. W here there is u nc ertainty,
( )wills eekgu id anc e from the L A .
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INCOME RECORDS

6. A ll offic ial inc ome rec eived or c ollec ted loc ally will be s u mmaris ed and
entered promptly in an Inc ome C as h B ook by ( ), who will
ens u re allinc ome is totalled and banked in fu llby ( ) as
s oon as pos s ible. ( ) willbe res pons ible for ens u ring the
s afe c u s tod y of allinc ome before banking and thatthe s u ms held d o not
exc eed ins u ranc e limits . The minimu m c ontents ofthe Inc ome C as hB ookare
s hown atA ppend ix 1 . The s c hoolto attac h its own vers ion (manu alorhard
c opy ofthe c ompu ters ys tem as appropriate).

7 . The inc ome willbe entered in the s c hool’ s ac c ou ntings ys tem by ( ).

8 . B ankpaying-in books willbe c ontrolled by ( ).

9. ( ) is res pons ible for ens u ring that s u bs id iary inc ome
rec ord s e. g. s ales books , are in u s e and are u s ed to rec ord the trans ac tions
u nd ertaken.

D elete any ofthe followingthatd o notapply:

10 . S ales books in a format approved by ( ) will als o be
maintained for the following s ales – (s pec ify types of s ales and who is
res pons ible). A n example of a page from the s ales book is attac hed at
A ppend ix 2 . (S c hoolto attac hits own S ales B ookpage).

11 . The payphone will be emptied every ( ) by both
( ) and ( ) together, who willboth c ou nt
and agree the c as h. They willc omplete and s ign a form in the formats hown
atA ppend ix 2 and pas s the c as h to ( ) for s torage in the
s afe u ntilbanking, who willinitialforitand enterthe d ate.

Either Ifthere is a s eparate telephone line,inc lu d e the nextparagraph:
12 . A s eparate telephone line is u s ed forthe payphone. ( )will

be res pons ible for agreeing the totalc as h rec eived and banked with the
payphone invoic e when itis rec eived . A ny d is c repanc ies willbe immed iately
reported to ( ).

Or if the payphone is an extens ion to the s witc hboard ,inc lu d e the following
paragraph:

13. The payphone is an extens ion to the s c hool’ s s witc hboard . ( )
willc hec k the c as h rec eived forreas onablenes s taking trend s and any other
fac tors into ac c ou nt.

1 14. A rec ord s heetwillbe plac ed by the photoc opier for s taff to rec ord private
photoc opying, s ee A ppend ix 34. ( ) is res pons ible for
c ollec ting the c harges from s taff every ( )atthe rate agreed in
the s c ale ofc harges approved by the GoverningB od y.
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W hen offic ialtelephone line extens ions ,ratherthan payphones ,are permitted
to be u s ed forprivate c alls ,inc lu d e the nextparagraph:

125. A private telephone c all L og B ook will be provid ed to all s taff by
( ). ( ) willc ollec tprivate telephone c all
c harges every ( ), in ac c ord anc e with the s c ale of c harges
agreed by the Governing B od y, and pas s the inc ome to ( )
forbanking, who willinitialforitand enterthe d ate.

136. A llotherinc ome willbe pas s ed promptly to ( )forrec ord ing
in the Inc ome C as hB ookand bankingby ( ).

DEBTORS ACCOUNTS

147 . P aymentwillnormally be req u ired in ad vanc e bu tin c irc u ms tanc es agreed by
( )invoic es willbe is s u ed to d ebtors . Thes e c irc u ms tanc es
are: (give d etails . N ote:The preferred s olu tion wou ld normally be paymentin
ad vanc e). P riorto extend ingthe c red itperiod throu gh invoic ing, ( )
willbe res pons ible for c ons id ering whether the pros pec tive d ebtor willpay.
The c red ithis tory ofthe d ebtors hou ld be c ons id ered .

158 . O nly invoic es available from the S ec tion 151 O ffic ervia the s c hools webs ite
whic h have been pers onalis ed for the s c hooland s eq u entially nu mbered in
ac c ord anc e with the Financ ialRegu lations willbe u s ed , or a s c hool’ s own
nu mbered ac c ou nts to a d es ign approved by the S ec tion 151 O ffic er. Thes e
ac c ou nts willbe obtained and c ontrolled by ( ), who willnot
be d irec tly res pons ible forthe rec eiptofthe paymentofthe invoic es .

169. The c opy invoic e willbe filed by ( )on the ( )file.

1 7 2 0 . ( )is res pons ible formonitoring of allou ts tand ing d ebts to
the s c hooland s end ing remind ers to the d ebtorafterpaymentis ou ts tand ing
formore than one month.

S c hoolins erts here its approved polic y ford ealing with rec overy ofd ebts s till
ou ts tand ing after this remind er, whic h c ou ld inc lu d e fu rther remind ers ,
pers onalletterfrom head teac her,d irec tc ontac tby telephone c all,email,fax
etc .

1 8 2 1 . W hen invoic es are paid , they are filed on the ( ) file by
( )in invoic e nu mberord er.

1922 . If fu rther d iffic u lty is enc ou ntered in rec overing the inc ome,
( )wills eekthe ad vic e ofthe L A ’ s L egalA d vis ors in the firs t
ins tanc e orfollow the polic y ofthe GoverningB od y in relation to s eeking legal
ad vic e, takingc ou rtac tion etc . in the rec overy ofd ebts .
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WRITE OFFS

20 3. ( )willbe res pons ible forreporting d ebts d u e to the s c hool’ s
bu d getto the Governing B od y forwrite-off approvalu p to the levels tipu lated
in the Financ ialRegu lations forS c hools .

2 14. ( )willpromptly s u pply the S ec tion 151 O ffic erwitha c opy of
the res olu tion ofthe GoverningB od y thatd ebts have been written off.

2 25. Ford ebts overthe s tipu lated level, ( )willreferd etails ofthe
c as es to the S ec tion 151 O ffic erforc ons id eration and approval.

LETTINGS

236. ( )prod u c es a reportforthe Governing B od y annu ally on a
review ofthe lettings polic y and s c ale ofc harges forthe nextyear.

247 . A lllettings willbe approved in ad vanc e by ( )u s ing the
s tand ard form attac hed atA ppend ix 45. A ttac h a s u itable form.External
lettings invoic es are available from the S c hools learningportaland s hou ld be.
pers onalis ed forthe s c hooland s equ entially nu mbered in ac c ord anc e withthe
Financ ialRegu lations . S c hools hou ld s ay whether itis u s ing thes e or has
c hos en to d es ign and u s e their own whic h meets allthe C ou nc il’s req u ired
information.

258 . The lettings d iary is maintained by ( ).

269. A llou tof s c hoolhou rs ac tivities willbe reported to ( ) for
inc lu s ion in the lettings d iary to avoid d ou ble bookings .

2 7 30 . ( ) willrec eive provis ionalbookings and make an entry in
the lettings d iary. The booking willbe c onfirmed on rec eiptof a c ompleted
bookingform .

2 8 31 . A pre-nu mbered offic ialinvoic e willbe promptly rais ed by ( )
and the invoic e nu mberentered in the lettings d iary and on the bookingform .

2932 . The c opy invoic e willbe filed by ( )in the Unpaid Invoic e file
u ntilpaid .

30 3. W hen paymentis rec eived by ( ), the d ate willbe rec ord ed
on the invoic e and the invoic e filed in invoic e nu mber ord er by
( ).

314. The S ite A gentwillliais e with ( )weekly on the lettings for
the c u rrentweek.
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POSTAL REMITTANCES

325. P rovis ion willbe mad e by ( )forthe rec eiptof remittanc es
by pos t. P os topening arrangements s hou ld involve the following member(s )
ofs taff-( id eally two ifavailable ).

336. Eac h remittanc e m u s t be rec ord ed by ( ) in a P os tal
Remittanc e, rec ord ing the d ate, name of s end er, pu rpos e, amou nt, natu re of
inc ome and s ignatu re ofpers on openingthe pos t.

347 . A tthe end ofthe pos topening proc es s , the d oc u mentation ac c ompanying the
remittanc es willbe end ors ed with the amou ntrec eived by ( )
and pas s ed to ( )who wills ign forthe inc ome and arrange
banking.

358 . The as s oc iated remittanc es will be pas s ed by ( ) to
( )forbanking.

TRANSFERS OF MONEY

369. A ny trans fers of money belonging ord u e to the s c hoolorau thority between
one memberof s taff and anothers hou ld be ac knowled ged by the is s u e of a
rec eiptor, in appropriate c as es , by s ignatu res in c as hac c ou ntingrec ord s .

37 40 . C as h s hou ld notbe trans ferred between s taff in the s c hoolby internalpos t
s ys tems or s imilar means in c irc u ms tanc es where itis notin the pers onal
c u s tod y of one member of s taff who has s igned for itafter c hec king the
amou nthand ed over.

RECEIPTS

38 41 . O ffic ialM is c ellaneou s Rec eiptB ooks willbe obtained and kepts ec u rely by
( ).

3942 . Rec eipts willbe is s u ed by ( )atthe time inc ome is rec eived ,
when s u c han ac knowled gementis req u ired .

40 3. A ny s toc k of rec eiptbooks held in ad vanc e of is s u e to s taff willbe s tored
s ec u rely by ( )who willmaintain a rec ord ofs u c hs toc ks and
the is s u e ofeac hbook.

CASH REGISTERS (d elete ifnotin u s e)

414. O nly ( )willoperate the c as h regis ter(s )u nd erthe c ontrolof
( ).
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425. The operatorwillonly have ac c es s to the key thatallows s u b-totalread ings
forbalanc ing pu rpos es . The key u s ed to c learthe mac hine totals willbe kept
s ec u rely by ( ), who mu s tnotoperate the till.

436. W here itis nec es s ary to have more than one operator, the tillread ings s hou ld
be taken and the c as hagreed atthe time ofhand overofres pons ibilities .

447 . Refu nd s s hou ld notbe mad e throu gh the c as h regis ter. A ny nec es s ary
refu nd s s hou ld be referred to ( ), who will arrange for
payment.

458 . The u s e ofthe void fac ility s hou ld be c ontrolled . W hen itis nec es s ary to void
an entry, the c u s tomerrec eiptmu s tbe retained and the ac tion au thoris ed by
( ). A ny manu alalterations to the tillrollmu s tbe agreed by
( )and initialled by the operatorand ( ).

469. The c as hingofpers onalc heq u es is notpermitted in any offic ialmoney.

47 50 . A tthe c los e of bu s ines s , allc as h s hou ld be c ou nted by the operator and
agreed with the s u b-totalread ing afterd ed u c ting any float. A ny d is c repanc y
willbe reported to ( )forinves tigation. The s lipprod u c ed by
the mac hine d etailing the read ing s hou ld be retained and kepts ec u rely by
( ). (D elete las ts entenc e if tillwillnotprod u c e a printed
rec ord and ins erta req u irement thatthe amou nt is rec ord ed on a form
d evis ed forthe pu rpos e.)

48 51 . The c as h s hou ld then be pas s ed to ( )to be kepts ec u rely in
the s afe priorto banking. ( )wills ign foritand enterthe d ate.

4952 . ( ), who hold s the key to res etthe till, s hou ld take a read ing
to rec onc ile the totalc as h rec eived to the amou ntabou tto be banked . The
totalread ing s hou ld agree with the ind ivid u als u b-totalread ings taken by the
tilloperatoreac hd ay. The rec onc iliation s hou ld be s igned and d ated .

50 3. A c ollec tion and d epos itrec ord s hou ld be maintained by ( ),
whic hrec ord s the following:

D ate
M ac hine rec eiptnu mbers (openingand c los ing)
Inc ome c ollec ted (as res ettotalread ing)analys ed as req u ired
Inc ome banked
A ny s u rplu s /d efic ienc y
S ignatu re.

514. C omplete till rolls mu s t be retained s ec u rely. S ee als o Retention of
D oc u ments s ec tion.
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BANKING OF INCOME

525. A ll inc ome c ollec ted m u s t be banked in total withou t any d ed u c tions .
( ) is res pons ible for keeping the Inc ome C as h B ook and
ens u ring thatbankings banking take plac e regu larly (normally fortnightly) or
before the ins u ranc e limitfor the s afe is reac hed if earlier. N o pers onal
c hequ es are c as hed from offic ialinc ome.

536. The paying-in bookwillbe c ompleted by ( ), who agrees the
totalwith the Inc ome C as h B ookentry. A llinc ome rec eived u pto the d ate of
banking willbe d epos ited intac twith the paying in book s igned by the pers on
c arryingou tthe banking.

547 . A llc heq u es rec eived willbe entered in d etailon the bank paying-in s lip and
c ou nterfoil. s howing the amou ntofeac h c hequ e and d etails ofwhatitrelates
to.

558 . ( )willens u re thatad eq u ate prec au tions are taken by s taff
taking inc ome to the bank to s afegu ard thems elves and the inc ome when in
trans it. A nyone who is hand ling money and eitherc ollec ting from ord elivering
to the bank or loc alau thority payments offic e willhave a ris k as s es s ment
c arried ou ton this as pec toftheirrole,

The s tand ard s in plac e are the minimu m s tand ard s only and ad d itional
prec au tions s hou ld be taken whereverpos s ible, s u c has varyingrou tes ,
timings and vehic les forany rou tine c arrying.

Inc lu d e the following fou rparagraphs and d elete the previou s paragraph if a
S ec u rity C ollec tion C ompany is u s ed :

569. ( )and ( )willbe res pons ible foragreeing
the amou ntforc ollec tion as rec ord ed on the paying-in s lip and in the C as h
B ook. ( )wills ign the c opies of the paying-in s lip, the top
c opy ofwhic h is enc los ed in the s ealed s ec u rity bag with the inc ome pend ing
c ollec tion. B oth c opies of the paying-in s lip willrec ord the s ec u rity bag s eal
nu mber.

57 60 . ( ) willens u re thatthe s ealis properly engaged s o thatit
c annotbe opened in the c ou rs e oftrans it.

58 61 . In ad vanc e ofhand ingoverthe inc ome to the S ec u rity C ompany, ( )
willins pec tthe id entity ofthe repres entative on eac hoc c as ion.

5962 . ( ) will ens u re a rec eipt is rec eived from the S ec u rity
C ompany repres entative c learly rec ord ing the nu mber of s ec u rity bags
c ollec ted and theirres pec tive s ealnu mbers . The rec eiptwillbe attac hed by
( )to the c opy payingin s lipto whic hitrelates .



57 30 /0 6/20 16C entralB ed ford s hire C ou nc il20 151

SECURITY AND RETENTION OF DOCUMENTS

60 3. ( ) willbe res pons ible for ens u ring thatalld oc u mentation,
inc lu d ing bank s tatements , rec onc iliations , c heq u e books and c ou nterfoils ,
paid c hequ es and otherbankac c ou ntrec ord s are retained s ec u rely.

614. Fu llc u rrentd etails of retention period s for alld oc u ments is inc lu d ed in this
M anu alatS ec tion 191 8 .
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APPENDIX 1

INCOME CASH BOOK

A N A L YS IS O F IN C O M E

D ate Rec eived from
A mou nt

Rec eived
£ : p

D etails of
P ayment

B u d get
Referenc e

VA T O ther head ings as req u ired
Total

B anked
£ : p

D ate
B anked

B rou ghtforward

C arried Forward
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APPENDIX 2

Left Page EXAMPLE PAGES FROM SCHOOL SALES BOOK Right Page
C las s … … … … … … … … … … … … … … … … … … … . Term … … … … … … … … … … … … … … … …

N ame A rtic le M ad e C har
ge

A rtic le M ad e C har
ge

A rtic le M ad e C har
ge

D A TE O F C O L L EC TIO N S A N D C A S H REC EIVED
A mou nt
C /Fwd

TO TA L C A S H C O L L E C TED

IN ITIA L S

D A TE

TRA N S FERRED TO S UM M A RY (W here applic able)
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APPENDIX 3

RECORD OF PAYPHONE CALL INCOME AND CALL CHARGES

__________________________________________________S c hool Telephone N u mber_______________

D ate C ollec tions S ignatu re ofC ollec tors
D ate to whic h
Units c harged

C allC harges S ignatu re of
( )

C omments

Ind ivid u al C u mu lative Ind ivid u al C u mu lative

D M Y £ p £ p £ p £ p
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APPENDIX 34

PRIVATE PHOTOCOPYING

__________________________________School

D ate N ame
N u mber

ofC opies

A mou nt
P aid

£ : p

D ate
P aid

Rec eived
(S ignatu re)
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APPENDIX 4

LETTINGS APPROVAL FORM

__________________________________School

Application for the Use of School Premises
(To be retu rned to the S c hool)
Please read notes overleaf.

N A M E O F A P P L IC A N T. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Tel. N o. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

O n behalfof(N ame ofS oc iety–s elf)
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

A d d res s . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
. . . . . . . . . . . . . . . .

P A RTS O F P REM IS ES REQ UIRED (S ee note 1)
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
. . . . . . . . . . . . . . . . . .

IF S C H O O L KITC H EN IS REQ UIRED FO R C O O KIN G P L EA S E GIVE C A TERERS
D ETA IL S (There may be an extra c harge forfu llu s e offac ilities )

........................................................................................................................................

D ays /d ates ofhire
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

H ou rs ofhire: From . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NO access to premis es before this given time

To . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P remis es will be locked atthis given time

P u rpos e ofhiring
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

A pproximate nu mberattend ing
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

O therrelevantinformation
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Ind emnity Ins u ranc e: P olic yN o. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
C ompany. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

I/W e apply to u s e, and ifgranted u s e , agree to hire the parts ofthe premis es mentioned
above, subject to the conditions and notes overleaf, together with the conditions of
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hire outlined in the school lettings policy, whic hI/we have read and withwhic h, I/we
agree to c omply. S hou ld there be a breac hin thes e c ond itions the S c hoolwillnotbe held
liable forany d amage to pers ons orproperty and wills eekrec ompens e from the ind ivid u al.

A pplic ant’ s s ignatu re . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . D ate
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

A greed by . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . C harge £

1 . H irers s hou ld ind ic ate exact ac c ommod ation requ ired –e. g. H all, H alland Rec eption,
C las s room , Toilets , Kitc hen etc and s tate ifany equ ipmentis req u ired –e. g. piano.

2 . Ifa lic enc e is need ed –e. g. performingrights , alc ohollic enc e etc the hirermu s tmake
an applic ation to the appropriate lic ens ingau thority atleas t21 d ays before the event.
The school will not be held responsible for a breach in licensing laws.

3. The hou rs ofhiringmust allow time forpreparingforthe event–e. g. D Js ettingu p
eq u ipment, and foreffec tive c learingu pafterward s .

4. The site cannot be left unattended. Ifthe hirerneed s to vac ate the H allforany
period (inc lu d ings ettingu ptime)d u ringthe L etting, the S ite A gentmu s tbe informed
and mu s tloc kthe premis es and s u bs eq u ently u nloc kthem on the hirers retu rn. Ifthis
oc c u rs there willbe a c harge within the finalc os t.

5. The area s hou ld be leftclean and tidy and in the c ond ition itwas in atthe s tartofthe
letting. Ifthe S ite agenthas to c lean u pthere willbe an extra c harge. Ifthe H irer
wis hes to arrange forc leaningto be d one withthe S ite agentthey mu s td o this in
ad vanc e withan agreed pric e atthe ou ts et.

6. The hirer must be able to show they are insured. This is the res pons ibility ofthe
H irerand notthe S c hool. The hirermu s tbe able to ind emnify the GoverningB od y of
the S c hoolifithas to repair, replac e ormake good any partofthe S c hoolpremis es or
c ontents whic hmay be los t, d amaged ord es troyed as a res u ltofu s e.

7 . The hirers hou ld familiaris e thems elves withes c ape rou tes and the pos ition ofFire
A larms and Fire extingu is hers . They s hou ld as kthe S ite A gentto s how the pos ition of
thes e. Ifthe area d oes nothave emergenc y lightingthe hirers hou ld appointa
s teward to be aware ofthe availabilityofthe torc h. If there is a fire the hirer should
attempt to call the Fire Service.

8 . C as u alhirers willbe c harged forthe u s e ofthe premis es ifthey d o notgive more than
3 days notic e ofa c anc ellation.

9. The s c hoolwillgive a term’ s notic e to terminate the agreementand obtain bac kthe
u s e ofthe ac c ommod ation.

1 0 . The applic antorgrou pis req u ired to provid e third party ins u ranc e c over.

1 1 . N o c ons enthas been granted forthe pu ttingu pofpos ters and otheritems on the
walls .
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NO SMOKING POLICY

A s a s c hool, we have a res pons ibility to c hild ren, s taff, parents and vis itors to provid e a
c lean, healthy working environment. W e als o rec ognis e the need to promote a healthy life
s tyle. S moking has been id entified as a majorris kto good health. W e therefore believe that
to allow s moking within the s c hoolwou ld be a d irec tc ontravention of ou r healthy s c hool
philos ophy.

To this end:
1 . There willbe no s mokingin any partofthe s c hoolbu ild ings atorgrou nd s atany time.
2 . H irers ofs c hoolpremis es willens u re thatthe no-s mokingpolic y is implemented

d u ringthe period ofhire.
3. N o s mokings igns willbe d is played within the bu ild ing.

Monitoring
The s ite s u pervis ors willmonitorand reportto the H ead Teac herany breac hofthis polic y.
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98. INSURANCES

(To be supplemented with any further guidance applicable to the school)

_____________________________________SCHOOL

INTRODUCTION

1 . This d oc u mentwillbe d is tribu ted to allrelevants taffc arrying ou tthe fu nc tions
d etailed . In ad d ition and where appropriate, extrac ts from one ormore ofthe
following d oc u ments willbe append ed to c omplete the pic tu re of s ys tem
proc ed u res and s taffing res pons ibilities . This is the res pons ibility of
( ), who willmaintain a rec ord ofthe name ofthe memberof
s taff, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
Financ ialRegu lations forS c hools
S c hools Financ ialValu e S tand ard
C ou nc il’ s Financ ialP roc ed u res on Ins u ranc e and Ris kM anagement.

2 . This d oc u ments u pports the s ec tions of Financ ialRegu lations forS c hools on
Ins u ranc es .

OVERALL RESPONSIBILITIES

3. The Governing B od y has overall res pons ibility for ens u ring ad equ ate
ins u ranc e c overis in plac e forallid entified ins u rable ris ks .

4. The Governing B od y has d elegated c ertain res pons ibilities as d efined in this
d oc u ment.

5. The Governing B od y willreview the ad eq u ac y of the s c hool’ s ins u ranc e
arrangements on an annu albas is . ( )is res pons ible for
id entifyingallins u ranc e is s u es and preparingthe reportto the GoverningB od y
eac hyear.

Us e the nexts ec tion if the s c hoolu tilis es C ou nc ilins u ranc es and d elete the
laters ec tion:

INSURANCE ARRANGEMENTS (u s ing C ou nc ilins u ranc es )

6. The s c hoolu s es the ins u ranc es negotiated and managed by the C ou nc il. (
) is res pons ible for arranging allins u ranc es with the S ec tion 151 O ffic er,
inc lu d ing notific ation of allris ks , property and vehic les whic h are req u ired to
be ins u red and s eekingtec hnic alad vic e on ins u ranc e matters .



66 30 /0 6/20 16C entralB ed ford s hire C ou nc il2 0 151

7 . ( )willens u re alls taffare keptinformed ofthe ins u ranc es in forc e
and the arrangements fornotifyingc laims orpotentialc laims .

8 . C laims for any los s , liability, d amage or other eventlikely to lead to an
ins u ranc e c laim willbe immed iately notified to ( ). ( ) willthen
promptly notify the S ec tion 151 O ffic erin the form s pec ified . ( )is
res pons ible formaintaining and provid ing alld oc u mentation in relation to the
c laim .

9. E s timates , where appropriate, willbe obtained by ( ). ( )
willbe res pons ible forobtaining permis s ion from the Ins u ranc e S ec tion within
C entralB ed ford s hire C ou nc ilforworketc to be c arried ou t.

Us e the nexts ec tion if d elegation offu nd s forins u ranc e has been requ es ted
and own arrangements mad e. D elete previou s s ec tion.

INSURANCE ARRANGEMENTS (arrangingown ins u ranc e)

1 0 . The s c hoolhas fu nd s for ins u ranc e d elegated and arranges its own c over.
P riorto the s tartofthe financ ialyear, ( )is res pons ible forthe
negotiation of ins u ranc e c over as d etermined by the Governing B od y,
period ic ally ens u ring bes t terms are obtained c ompetitively and s eeking
tec hnic alad vic e on ins u ranc e matters from s u itable ins u ranc e c ompanies or
brokers . ( )willd emons trate to the S ec tion 151 O ffic erthat
c over relevantto the L A ’ s ins u rable interes ts , is atleas tas good as the
relevantminimu m c overarranged bythe L A .

1 1 . ( )willens u re alls taffare keptinformed ofthe ins u ranc es in
forc e and the arrangements fornotifyingc laims orpotentialc laims .

1 2 . C laims for any los s , liability, d amage or other eventlikely to lead to an
ins u ranc e c laim willbe immed iately notified to ( ). ( )
willthen promptly notify ( broker/ins u ranc e c ompany )in the form s pec ified .

13. E s timates , where appropriate, willbe obtained by ( ). ( )
will be res pons ible for obtaining permis s ion from the ( broker/ins u ranc e
c ompany )forworketc to be c arried ou t.

SECURITY AND RETENTION OF DOCUMENTS

14. ( )willhave overallres pons ibility to ens u re thatallins u ranc e
rec ord s are kepts ec u rely.

15. Fu llc u rrentd etails of retention period s foralld oc u ments are inc lu d ed in this
M anu alatS ec tion 191 8 .
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109. INTERNAL AND EXTERNAL AUDIT

(To be supplemented with further guidance applicable to the school)

_____________________________________SCHOOL

INTRODUCTION

1 . This d oc u mentwillbe d is tribu ted to allrelevants taffc arrying ou tthe fu nc tions
d etailed . In ad d ition and where appropriate, extrac ts from one ormore ofthe
following d oc u ments willbe append ed to c omplete the pic tu re of s ys tem
proc ed u res and s taffing res pons ibilities . This is the res pons ibility of
( ), who willmaintain a rec ord ofthe name ofthe memberof
s taff, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
S c hools Financ ialValu e S tand ard
Financ ialRegu lations forS c hools
C ou nc il’ s polic y on C onfid entialReporting (als o known as ‘ W his tle
B lowing’ )
C ou nc il’ s A nti-Frau d and C orru ption S trategy P olic y

OVERALL RESPONSIBILITIES

2 . The GoverningB od yhas overallres pons ibilityfor:

2 . 1 monitoringthe ad eq u ac yofthe s ys tems ofinternalc ontrol

2 . 2 c ons id eration ofInternalA u d itreports

2 . 3 approvalofac tion plans in res pons e to InternalA u d its

2 . 4 monitoringthe implementation ofthe approved ac tion plans .

3. Res pons ibilityis d elegated to the head teac herfor:

3. 1 the d ayto d aymaintenanc e ofs ys tems ofinternalc ontrol

3. 2 fac ilitatinginternalau d its

3. 3 the prod u c tion ofd raftac tion plans in res pons e to InternalA u d its

3. 4 the implementation ofac tion plans

3. 5 res pond ingto InternalA u d itreports .
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BACKGROUND

4. The s c hool’ s financ ialrec ord s are s u bjec tto au d itin the followingways :

4. 1 ExternalA u d itis c u rrently provid ed Ernes t& You ng L L P by the A u d it
C ommis s ion, who may be c ontac ted via the and may be c ontac ted at
C entralB ed ford s hire C ou nc ilO ffic es atP riory H ou s e , M onks W alk,
C hic ks and s , S hefford , B ed s . S G1 7 5TQ

4. 2 InternalA u d itis provid ed throu gh the S ec tion 151 O ffic er and the
C ou nc il’ s C hiefFinanc e O ffic er. O n a d ay to d ay bas is , InternalA u d itis
managed by the H ead of A u d it. The u nit is c u rrently bas ed at
Tec hnology H ou s e and c an be c ontac ted on 0 30 0 30 0 6155.

5. In ad d ition to the above, the s c hoolmay, atits own expens es , obtain s eparate
externalau d itc ertific ation of the s c hool’ s annu alac c ou nts . In relation to
pu blic money, the opinions ofthe ExternalA u d itor, and the S ec tion 151 O ffic er
as repres ented byInternalA u d it, willbe thos e thats c hools s hallad opt.

PREPARATION FOR AUDIT

6. Und er normalc irc u ms tanc es , the s c hoolwillbe given notic e of the intention
foran internalau d itto be c ond u c ted ofatleas ttwo weeks . . This notific ation
willinc lu d e d etails of the d oc u ments that the s c hoolwillneed to make
available for the au d itto be s u c c es s fu lly c ompleted within the times c ales
allowed . D etails are als o given of the s taff thatau d itors may need to have
c ontac twith d u ring the au d it. The notific ation willgive d etails of the au d itors
who willbe c ond u c ting the au d it. The liais on offic erto ac tbetween the s c hool
and A u d itors is ( ). A ppropriate s taffwithin the s c hoolwillbe
notified ofanyplanned au d itvis itby( ).

7 . The objec tive of any au d itis to tes tthe ad eq u ac y of the s c hool’ s internal
c ontrolproc ed u res and to bring as s u ranc e to the head teac her, the Governing
B od y and the S ec tion 151 O ffic eron the s ys tems in plac e. Forthe au d itto be
s u c c es s fu lthe au d itors willneed to be afford ed fac ilities and rightofac c es s at
alltimes , and to examine any financ ialtrans ac tions , d oc u ments , proc ed u res ,
c ompu terd ata, the IT s ys tem , if nec es s ary, on a read only bas is , and any
otherrec ord s thatthe au d itorreq u ires forthe pu rpos e ofthe internalau d it.

8 . ( )is res pons ible foras king au d itors fors u itable id entific ation
priorto allowingthem ac c es s to rec ord s .

9. It may be nec es s ary for au d itors to remove original rec ord s . In thes e
c irc u ms tanc es , the au d itor willgive a rec eiptto ( ) for the
d oc u ments removed .
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CONCLUSION OF THE AUDIT

1 0 . The generalc onc lu s ions of internalau d its are normally d is c u s s ed with the
head teac her throu gh a c los u re meeting atwhic h pointan ac tion plan wou ld
normallybe agreed .

1 1 . Und ernormalc irc u ms tanc es , the s c hoolwillbe is s u ed with a d raftau d itreport
forc ons id eration bythe head teac her, in terms ofits ac c u rac y.

1 2 . InternalA u d itwillis s u e a finalreportfollowing the above c ons u ltation and it
willbe d is tribu ted as follows :

 H ead teac her
 C hairofGovernors
 S c hools Financ e S tatu toryFinanc ialS ervic es M anager.
 D irec torofC hild ren’ s S ervic es

13. Reports willc arry an opinion, whic h willbe bas ed on the s c hed u le ofs tand ard
opinions available to au d itors when c ompiling reports . The ou tc ome of
internalau d itreviews are rou tinelyreported to the A u d itC ommittee. Follow u p
au d its willbe u nd ertaken where itis c ons id ered nec es s ary.

SCHOOL’S RESPONSE TO INTERNAL AUDIT REPORTS

14. The head teac her will pres ent a c opy of the internalau d it report to the
governors throu gh the (Financ e C ommittee or eq u ivalentor fu llGoverning
B od y).

15. In pres enting the internalau d itreportthe head teac herwillprovid e governors
with a d raft ac tion plan for their approval, whic h ad d res s es the
rec ommend ations mad e in the report.

16. Following the Governing B od y’ s approvalofthe ac tion plan, a c opy ofthe plan
willbe s entby ( )to InternalA u d it, as a res pons e to the au d it
report.

1 7 . In c irc u m s tanc es where there is a s ignific ant weaknes s d is played in the
s ys tems offinanc ialc ontrol, a follow u pinternalau d itwillbe c ond u c ted to tes t
thatac tion on originalweaknes s es has taken plac e and this willnormally be
within s ix months ofthe originalau d it.

1 8 . The H ead teac her and /or C hair of Governors may be req u ired to attend the
A u d it C ommittee to d emons trate how s ignific ant weaknes s es are to be
ad d res s ed .
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EXTERNAL AUDIT

19. The ExternalA u d itof the C ou nc ilgenerally c onc entrates on the C ou nc il’ s
s tatu tory ac c ou nts . Therefore, regu lar vis its by ExternalA u d itto the s c hool
are not u s u ally a featu re. H owever, the C ou nc il’ s ExternalA u d itor may
oc c as ionally u nd ertake a vis it, in whic h c as e, as with InternalA u d it, prod u c tion
ofs u itable id entific ation s hou ld be obtained by ( )and rec eipts for
any rec ord s removed s hou ld be obtained . The liais on offic erto ac tbetween
the s c hooland ExternalA u d itis ( ).

IRREGULARITIES

2 0 . In the u nu s u alc irc u ms tanc es thata s u s pec ted frau d or other irregu larity
oc c u rs in the s c hoolrelating to the s c hool’ s financ es , the head teac her will
reportthe matter immed iately to the H ead of A u d it, having regard to the
s c hool’ s C onfid entialReportingP olic y. The H ead ofA u d itmaythereu pon take
whateverac tion is c ons id ered appropriate.

2 1 . A written rec ord thats u c h a reporthas been mad e by the head teac herwillbe
retained by( ).

2 2 . The s c hools hallnotc arry ou tany type of inves tigation into any s u s pec ted
financ ialirregu larity withou tthe matter having been firs td is c u s s ed by the
head teac herwithInternalA u d it.

CONFIDENTIAL REPORTING (WHISTLEBLOWING)

23. The attention of all s taff s hou ld be d rawn to the C ou nc il’ s C onfid ential
Reporting(W his tleblowing)P olic y.

24. Fu rtherinformation may be obtained from the H ead ofInternalA u d it.

25. Us efu lC ontac tD etails : -

Freephone Frau d H otline: 0 30 0 30 0 8 1 8 2
Emailad d res s : tellu s abou tfrau d @ c entralbed ford s hire. gov. u k
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110. INVENTORIES AND SECURITY OF ASSETS

(To be supplemented with any further guidance applicable to the school)

__________________________________SCHOOL

INTRODUCTION

1 . This d oc u mentwillbe d is tribu ted to allrelevants taffc arrying ou tthe fu nc tions
d etailed . In ad d ition and where appropriate, extrac ts from one ormore ofthe
following d oc u ments willbe append ed to c omplete the pic tu re of s ys tem
proc ed u res and s taffing res pons ibilities . This is the res pons ibility of
( ), who willmaintain a rec ord ofthe name ofthe memberof
s taff, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
S c hools Financ ialValu e S tand ard
Financ ialRegu lations forS c hools
C ou nc il’ s Financ ialP roc ed u res on A s s etM anagement,

2 . This d oc u ments u pports the s ec tions of Financ ialRegu lations forS c hools on
Inventories , S ec u rityand S toc ks and S tores .

OVERALL RESPONSIBILITIES

3. O verallres pons ibility for the maintenanc e of the s c hoolinventory res ts with
the head teac her.

4. D ay-to-d ay res pons ibility forthe properc ompletion and c ontrolof inventories
has been d elegated to ( e.g.d epartmentalhead s ).

FORMAT OF THE INVENTORY

5. ( ) is res pons ible for d ec id ing whether to u s e a S tand ard
Inventory B ook (S IB )ora C ompu teris ed Inventory Rec ord (C IR). A d ec is ion
has been mad e to u s e ( ifC IR,als o inc lu d e here the s oftware u s ed ).

6. ( ) willd ec id e on the s tru c tu re of the inventory rec ord s in
relation to whetherthey are bas ed on d epartments and keptd epartmentally or
c entrally. Ithas been d ec id ed thatthe followings ys tem willbe u s ed :

(d es c ribe bas is –lis there d epartments /rooms etc and who hold s them ).
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Ifa nu mberofinventories are held in d epartments ,inc lu d e the nextparagraph:

7 . A c entralind ex ofallinventories willbe held by ( ).

8 . A llmoveable, non-c apitalas s ets with a pu rc has e pric e above £ 1 0 0 willbe
rec ord ed in the inventory rec ord . In ad d ition, items whic h are c las s ified as
moveable and d es irable as d etermined by ( ), whic h may be
u nd erthis valu e s hou ld als o be entered . S ee A ppend ix 1 .

MAINTAINING THE INVENTORY

9. Res pons ibility for s pec ific inventories lies with ( ), who will
ens u re inventories are in the form d es c ribed in the S IB , whetheru s ing the S IB
orC IR, and thattheyare u pd ated promptlyas pu rc has es ord is pos als aris e.

Ins ertthe followings ingle paragraphifC IR is u s ed :

1 0 . ( )is res pons ible forens u ring bac k-u p c opies of allparts of
the C IR are taken regu larly and hard c opies prod u c ed and retained for
c hec king. ( )willens u re thatthe opening lis ting ofas s ets of
eac hhard c opy ofthe d ata is rec onc iled with the c los inglis tingofas s ets ofthe
previou s hard c opy.

1 1 . The (S IB orbac k-u p c opy of C IR)mu s tbe keptby ( )in a
s ec u re loc ation witha d egree offire protec tion.

1 2 . A lls taff with d elegated res pons ibility formaintaining the inventory willens u re
items are inc lu d ed in ac c ord anc e with the s u gges tions attac hed atA ppend ix 1
ofthis gu id e. This inc lu d es items notonlypu rc has ed bythe s c hool, bu twhic h
have been gifted orare on longterm loan.

13. The pers on rec eiving the inventory items is res pons ible formaking an entry in
the inventory ornotifying ( )as s oon as items are rec eived
ens u ring a s eparate entry is mad e foreac h item , s howing eac h s erialnu mber
when available.

14. ( ) is res pons ible for ens u ring all Inventory items are
permanentlyand vis ibly marked as the s c hool’ s property.

MOVEMENT OF ITEMS

15. The loan of eq u ipmentor removalfrom the s c hoolotherwis e in the normal
c ou rs e of the s c hool’ s work s hallbe approved by ( ). A
rec ord ofallloans and removals willbe keptby ( ), who will
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be res pons ible for ens u ring the s afe retu rn of eq u ipmentwithin the agreed
period oftime. A rec ord form is s hown atA ppend ix 2 .

16. Items trans ferred from one s et of inventory rec ord s to another will be
au thoris ed by ( ). B oth s ets of rec ord s willbe amend ed
ac c ord inglyby ( ).

DISPOSAL OF EQUIPMENT

1 7 . W hen an item is s u rplu s to req u irements , obs olete orno longers ervic eable,
the inventoryhold erwillnotify( ).

1 8 . The d etailed gu id anc e in the C ou nc il’ s Financ ial P roc ed u res on A s s et
M anagementin relation to S ale and D is pos alof S u rplu s Eq u ipmentwillbe
followed by ( ). This will inc lu d e c ons u ltation with the
C ou nc il’ s C orporate P roc u rementS ervic e foritems with an es timated res id u al
valu e ofmore than £ 10 0 0 .

19. Items rec ord ed in the inventory are only be removed from thatrec ord following
written au thority from the ( head teac her or as d elegated ). W here an
ind ivid u alitem has a valu e of£ 50 0 ormore, the matters hallbe reported in fu ll
in writing to the Governing B od y by the head teac her. A n entry willbe mad e in
the inventory by ( ), c ros s -referenc ed to the Governing B od y
res olu tion orhead teac herau thority.

2 0 . A llproc eed s from the s ale ofitems pu rc has ed from pu blic fu nd s ord onated to
the s c hoolwillbe pas s ed to ( )who willac knowled ge rec eipt
of the proc eed s by s ignatu re and pay them d irec tly into the s c hool’ s offic ial
bankac c ou ntas inc ome to the s c hoolbu d get.

CHECKING THE INVENTORY

21 . A llitems req u ired to be inc lu d ed in the inventory willbe c hec ked agains tthe
inventory rec ord atleas tonc e a year. This c hec k willinvolve verifying the
exis tenc e of eac h item agains tthe rec ord s and taking a s ample of pu rc has e
rec ord s s inc e the las t c hec k to ens u re items pu rc has ed are c orrec tly
ac c ou nted for.

2 2 . To ens u re ad equ ate s eparation of d u ties , the pers on c arrying ou tthe c hec k
willnotbe the pers on who maintains the inventory rec ord . This pers on willbe
agreed by( ).

23. The d ate and initials of the member of s taff c arrying ou tthe c hec k willbe
entered on eac hrec ord to ind ic ate thatthe c hec khas been c arried ou t.

24. W hen an inventory hold er, d epartmentalhead or othermember of s taff with
s ignific antres pons ibility forinventory items leaves orthere is a majorc hange
ofres pons ibilities , a timelyad d itionalinventory c hec ks hou ld be c arried ou t.
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25. A ny d is c repanc ies revealed in an inventory c hec k s hou ld be immed iately
reported to ( ).

LOSSES OF EQUIPMENT

26. W hen a los s is d is c overed d u e to theftor any other c au s e, alls taff s hou ld
notify the inventory hold er, who will immed iately refer the matter to
( ), with a reportofthe c irc u ms tanc es . ( )
will examine thes e c irc u m s tanc es and d etermine whether a fu rther
inves tigation is nec es s ary.

2 7 . A ny los s d u e to apparentthefts hou ld normally be immed iately reported to the
P olic e and InternalA u d itby( ).

SECURITY OF ASSETS

2 8 . ( ) is res pons ible for ens u ring that bu ild ings /rooms
c ons id ered vu lnerable and c ontaining valu able eq u ipmentare provid ed with
appropriate s ec u rity meas u res . The C ou nc il’ s financ ialproc ed u re on Ris k
M anagements hou ld be c ons u lted .

29. ( )is res pons ible forreviewing ac c es s c ontrols to allparts of
the s c hoolbu ild ings and grou nd s . A log-rec ord s hou ld be maintained by
( )ofalls taffand vis itors ’ entry/leave times .

30 . ( )is /are res pons ible forad eq u ate fac ilities forthe s afety of
valu able items of eq u ipmentthatneed ad d itionals ec u rity, s u c h as portable
c ompu ter eq u ipment, whic h s hou ld be loc ked away when not in u s e,
partic u larlyovernight.

31 . The s ys tem forac c es s to keys and loc k c ombinations is the res pons ibility of
( ), who willens u re the integrity ofs ec u rity arrangements is
maintained on a c ontinu ou s bas is . This inc lu d es proc ed u res to take keys off
the premis es ou ts id e normals c hoolhou rs . Failu re to d o s o willinvalid ate the
s c hool’ s ins u ranc e c over.

32 . In the c as e of s c hoolvehic les , a Vehic le L og B ook willbe maintained by the
d riverand c hec ked by ( )atleas tmonthly.

SECURITY OF STOCKS AND STORES

33. Res pons ibility for the c u s tod y and c ontrolof any c ons u mable s toc ks , e . g.
c atering provis ions , is d elegated to ( ), who willrec ommend
if s toc k rec ord s are nec es s ary and obtain approvalto s u c h rec ord s from
( ).
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34. ( ) willens u re thatlevels of s toc ks are notin exc es s of
normalreq u irements .

35. S toc k rec ord s willbe keptin s u c h form thatgives s u ffic ientinformation to
ens u re rec eipts and is s u es c an be read ily id entified .

36. S toc ks willbe retained in a s ec u re environmentwith ac c es s res tric ted to s taff
d es ignated by( ).

37 . ( )willarrange period ic tes texaminations of s toc ks in hand
to ens u re alls toc ks are c hec ked at leas t annu ally ind epend ently of the
s torekeeper. A s ignatu re willevid enc e this when this c hec k is c arried ou t.
S ignific ant s u rplu s es or d efic ienc ies s hou ld be notified in writing by
( )to the GoverningB od y.

SECURITY AND RETENTION OF DOCUMENTS

38 . ( )willbe res pons ible forens u ring thatalld oc u mentation is
retained s ec u rely.

39. Fu llc u rrentd etails of retention period s for alld oc u ments is inc lu d ed in this
M anu alatS ec tion 191 8 .

40 . W here itis nec es s ary to rewrite a S tand ard Inventory B ook, the old one willbe
keptu ntilapprovalforits d es tru c tion has been rec eived from InternalA u d it.

YEAR END FIXED ASSET RETURN

41 . W hen requ es ted ( )willbe res pons ible forc ompletingthe
L A ’ s year end fixed as s etregis ter and retu rning itto their S c hoolFinanc ial
A d vis erbythe d ead line as s etou tin the S c hools yearend timetable .
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APPENDIX 1

ITEMS SUGGESTED FOR INCLUSION IN INVENTORY

The following lis tis notan exhau s tive lis tand s hou ld only be u s ed as a general
gu id e.

General and Administration

B riefc as es Fans H eaters Typewriters
C alc u lators FilingC abinets M obile Telephones D u plic ators
D ic tatingM ac hines Fax M ac hines P hotoc opiers P ic tu res

Furniture

This s hou ld exc lu d e fitted fu rnitu re, s tand ard s c hooland c ollege fu rnitu re (e. g. d es ks , c hairs , blac kboard s )bu t
s hou ld inc lu d e attrac tive item s u c has s taffroom and c ertain offic erfu rnitu re.

B ed s & M attres s es Eas y C hairs D res s ingTables W ard robes
B ookc as es C offee Tables S id eboard s

Audio Visual Equipment

A mplifiers & S peakers M ic rophones
P rintingEqu ipment

C D P layers
S c reens

Vid eo Equ ipment
Rad ios

B inoc u lars Tape & C as s ette P rojec tors and Televis ion S ets
C ameras and P hotographic

Equ ipment
Rec ord ers Viewers

IT Related Equipment

S c anners M od ems P rinters S ervers
C ompu terS oftware P ers onalC ompu ters O therC ompu terA d d -ons

Domestic and Cleaning Equipment

D rills & A ttac hments
(Elec tric )

Food M ixers &
A ttac hments

Irons & Ironing

C roc kery (valu able items
only)

Refrigerators

C ookers and C ooker
Rings

W aterH eaters
W as hingM ac hines
C offee P erc olators

B oard s
Kettles

Vac u u m C leaners
S ewing M ac hines

P olis hers
D rying C abinets

P res s u re C ookers L ad d ers & S teps

Garden Equipment

C u ltivators M owers & Rollers Trac tors W heelbarrows
H ed ge C u tters

Scientific Equipment

A irP u mps B attery C hargers M eters & Gau ges S topW atc hes
B alanc es & S c ales
B arometers

C ompas s es
Generators

M ic rofilmingEqu ipment S u rveyingEq u ipment

M ic ros c opes Teles c opes

Other Equipment (where sufficiently available)

A q u aria
C amping

C arpentry Eq u ipment M etalworkEq u ipment S ports Eq u ipment
S tage Equ ipment

Equ ipment
C anoes & S ailing
B oats

EngineeringEqu ipment

Gym nas tic Equ ipment

M u s ic alEq u ipment
P ottery Kilns &
W heels

Table Tennis Tables
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APPENDIX 2

RECORD OF EQUIPMENT LOANED OR REMOVED FROM SCHOOL

____________________________________School

D ate of
Is s u e

D etails Inc l.
S erialN u mbers

Reas on forIs s u e
S ignatu re of

Rec ipient
A pproved by
(S ignatu re)

P eriod of
Is s u e

Retu rned
(D ate)

Rec eived by
(S ignatu re)
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121. PAYROLL

(To be supplemented with any further guidance applicable to the school)

____________________________________School

INTRODUCTION

1 . This d oc u mentand appropriate extrac ts of the gu id anc e and ins tru c tions
lis ted below willbe d is tribu ted to allrelevants taff c arrying ou tthe fu nc tions
d etailed . This is the res pons ibility of( ), who will
maintain a rec ord ofthe name, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
S c hools Financ ialValu e S tand ard
Financ ialRegu lations forS c hools
C ou nc il’ s S c hools P ers onnelH and bookFinanc ialP roc ed u re on P ayroll
C ou nc il’ s Financ ialP roc ed u re on Travel& S u bs is tenc e
Fu llyFu nd ed B ankA c c ou ntS c heme forS c hools

2 . This d oc u ments u pports the s ec tion of Financ ialRegu lations forS c hools on
S alaries , W ages and P ens ions .

OVERALL RESPONSIBILITIES

3. O verallres pons ibility forpayrollad minis tration res ts withthe head teac her.

4. The d ay-to-d ay res pons ibilities have been d elegated as d etailed in this
d oc u ment.

5. ( )is res pons ible forens u ring allproc ed u res ou tlined are
c u rrent and that any variations to polic ies and proc ed u res are promptly
s u bmitted to the governing bod y forapproval. ( )is
res pons ible foreffec tings u c hc hanges in proc ed u res .

6. ( )willens u re a lis tofau thoris ed offic ers is maintained .
(S ee A ppend ix 1). D etails and amend ments will be given to H u man
Res ou rc es S ervic es S u pplierand the P ayrollP rovid erby( ).

HUMAN RESOURCE SERVICES SUPPLIER

7 . The s c hoolu s es ( )as the s u pplierof H u man
Res ou rc es S ervic es , referred to in this d oc u ment as the ‘ H . R. S ervic es
S u pplier’ .

8 . O verallres pons ibility forthe operation ofthe H . R. S ervic es S u ppliers c ontrac t
res ts with( ).
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N O TE:
The C ou nc ilreq u ires c ertain H u man Res ou rc es information from s c hools for
the c ompletion of s tatu tory and other retu rns . This req u irementmu s tbe
reflec ted within ind ivid u als c hool’s proc ed u res d epend ingon the following:

W here a s c hoolu s es the C ou nc ilthe c ompiling of s u c h information willbe
d ealtwith au tomatic ally by them and therefore no ad d itionalretu rns are
req u ired from s u c hs c hools .

2. W hen a s c hoolu s es a S ervic es S u pplier other than the C ou nc il’s ,
theA llS c hools willneed to ens u re thatwithin thes e ins tru c tions and , als o
within theirc ontrac twith the s u pplier,a c learproc ed u re is in plac e to provid e
s u c h information in a c omplete and timely manner to the C ou nc il’s H .R.
S ervic e. The following paragraph s hou ld be ins erted within the S c hool’s
P ayrollins tru c tions and where nec es s ary equ ivalentforms to thos e u s ed by
the C ou nc il’s s u pplierins erted /attac hed to this ins tru c tion.

9. ( )is res pons ible forens u ringthe s u pply ofs tatu tory and
otherH u man Res ou rc e information as req u ired by the C ou nc il, and ens u ing
the u s e ofpropereq u ivalentforms .

PAYROLL PROVIDER

10 . The s c hoolu s es ( )as the s u pplierof P ayroll
S ervic es , referred to in this d oc u mentas the ‘ P ayrollP rovid er’ .

N O TE:
A llW here a s c hoolu s es a P ayrollP rovid er other than the C ou nc il’s the
s S c hools willneed to ens u re thatwithin thes e ins tru c tions and , als o within
their c ontrac twith the s u pplier, thatthe P roc ed u res and eq u ivalentforms
ou tlined in A ppend ix 2 attac hed are c learly ou tlined and as s igned . The
following paragraph s hou ld als o be ins erted with the S c hools P ayroll
Ins tru c tions .

11 . O verallres pons ibility forthe operation of the P ayrollP rovid erC ontrac tres ts
with ( ), who als o ens u res thatproper‘ eq u ivalent’
forms are u s ed to thos e s hown in the P ayrollS ervic es S c hoolGu id e and that
the P ayroll P rovid ers informed of any relevant c hanges to terms and
c ond itions ofemploymentfors c hools taffin ord erto ens u re ac c u rate payment
ofs alaries .

1 2 . ( )ens u res thatpays lips thatinc lu d e allrelevant
information on the employees pay are provid ed to alls taffby the appropriate
payd ay.
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APPOINTMENTS PROCEDURES

13. ( )is /are res pons ible forens u ring the ad eq u ac y of
bu d getprovis ion before the appointmentproc es s c ommenc es , and in the
c as e ofc overforexis ting s taff, d oc u menting the name ofthe memberofs taff
abs ent, reas on for abs enc e, d ates and timetable for s u pply teac her
req u irements and fu nd ings ou rc e.

14. In the c as e of s u pply teac hers or other s taff c over agains texis ting pos t
hold ers , ( )is res pons ible formonitoring ongoing c os t
agains tbu d getprovis ion and willreportany threats to exc eed the approved
bu d getforpayrollc os ts to ( ).

15. ( )willens u re that, when an ind ivid u alis engaged
who c laims s elf employed s tatu s , the proc ed u res d etailed in the C entral
B ed ford s hire C ou nc il’ s M anagement Gu id elines on the employment of
ind ivid u als c laimings elfemployed s tatu s is followed ford eterminingwhethera
pers on c an be c las s ified as s elfemployed ormu s tbe treated as an employee.

16. ( )ens u res thaton agreementto the appointment
ofs taffthe c orrec tnotific ation forms to the H . R. S ervic es P rovid erand P ayroll
P rovid erare u s ed in ac c ord anc e with the proc ed u res ou tlined in the C ou nc il’ s
Financ ialP roc ed u res on P ayrolland thatc opies are maintained atthe s c hool.

1 7 . A greement to appointments , is s u ing of offers and au thoris ation of the
appointment notific ations are c arried ou t by the s c hool s taff s hown at
A ppend ix 1 .

PAYMENT PROCEDURES

1 8 . ( )ens u res thatin varying payrolls tand ard payments et-
u ps foran employee (normalforthatmemberofs taff), the c orrec tnotific ation
forms s entto the H . R. S ervic es S u pplier and P ayrollP rovid er are u s ed in
ac c ord anc e with the P roc ed u res ou tlined in the C ou nc il’ s Financ ialP roc ed u re
on P ayroll. They inc lu d e forexample: the Teac hers O c c as ionalS u pply and
A d d itionalItems M onthly C laim Form , C as u al A d d itionalH ou rs for S taff
Employed in S c hools Form , or the Terminations and Variations of S c hool
S u pervis ory S taffForm (ens u ring c opies ofs u c h c ompleted forms are held at
the s c hool).

19. A u thoris ation ofpayrollvariation notific ations is c arried ou tby the s c hools taff
s hown atA ppend ix 1 .

2 0 . Fors taff inc lu d ing s u pply teac hers employed throu gh an agenc y, an invoic e
willbe payable. S taff s hown atA ppend ix 1 willbe res pons ible forc hec king
its ac c u rac yand willbe res pons ible forau thoris ation priorto payment.
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LEAVERS

Permanent Teachers

21 . L etters ofres ignation willbe pas s ed to ( ). . Form
“N otific ation of Termination of Employment”(N TE) willbe c ompleted and
au thoris ed as A ppend ix 1 . A c opy of the letter and the originalN TE willbe
s entto the H . R. S ervic es S u pplierand a c opyfiled by(… … … … … … … … . )

2 2 . W here members of the Teac hers ’ P ens ion S c heme are retiring, this mu s tbe
c learly ind ic ated on the N TE s o thatthe H u man Res ou rc es Unitis prompted
to is s u e retirementform 14P EN .

NJC Staff

23. L etters ofres ignation willbe pas s ed to ( ). . Form “N otific ation
of Termination of Employment(N TE), willbe c ompleted and au thoris ed as
A ppend ix 1

24. A c opy of the letterof res ignation and originalN TE willbe s entto the H . R.
S ervic es S u pplier and a c opy filed by (… … … … ). The N TE mu s tc learly
ind ic ate whether the employee is res igning or retiring and the form marked
ac c ord ingly in the box provid ed . W here appropriate, d etails of annu alleave
taken mu s tbe inc lu d ed and the employee’ s annu alleave c ard attac hed to the
N TE before s u bmis s ion to the H R S ervic es S u pplier in ord er that any
ad ju s tmentis mad e to the finals alary paymentin res pec tof exc es s annu al
leave taken orannu alleave owed .

All Other Staff

25. The box s ignifying a leaver on form “Retu rn of A ppointments , Terminations
and Variations of S c hoolS u pervis ory S taff”form s hou ld be tic ked by (
) and the proc ed u res involving form N TE as d es c ribed above s hou ld be
followed .

Transfers

26. Teac hers and other s taff trans ferring between s c hools willbe treated as
s tarters /leavers .

PROMOTIONS, REGRADINGS, ADDITIONAL ALLOWANCES OR CHANGE OF
HOURS

NJC Staff
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2 7 . Regrad ing of N JC pos ts are s u bjec t to evalu ation by the c ou nc il’ s H R
S ervic es team , and wills u bs eq u ently be approved by ( )and
minu ted by the Governing B od y. S u c h d ec is ions will be notified by (
)to ( ), who willens u re an appointmentform is au thoris ed and
c opied as A ppend ix 1 .

Site Agents/Caretakers, Cleaners and Other Manual Staff

2 8 . C hanges in terms of employmentapproved by ( )willbe
notified to ( ). A n appointmentform willbe c ompleted ,
c ertified , as A ppend ix 1 , s u pplied to H . R. and filed by(… … … … … ).

ABSENCE REPORTING

29. A lls taffs ic knes s willbe notified by ( )to ( ),
who willc omplete a “M onthly S ic knes s A bs enc e Retu rn”forallmonthly paid
s taff, inc lu d inga nilretu rn. A c opy is s entto the P ayrollP rovid erby ( )
and a s ec ond c opy to H . R. S ervic es S u pplier. A third c opy is retained and
filed by( )on the ( )file.

30 . ( )willbe res pons ible forens u ring ( )is
notified when an employee retu rns to work.

31 . For allother types of abs enc es , s taff s hou ld c omplete “L eave of A bs enc e”
forms in ac c ord anc e with s c hoolpolic y d etermined by ( ). The
retu rns willbe approved by( ).

TRAVEL AND SUBSISTENCE

32 . A lls taff willu s e the relevantform for c laiming expens es relating to s c hool
bu s ines s . Teac hers will u s e the “Teac her’ s C laim for Travelling and
S u bs is tenc e”forc laimingexpens es on s c hoolbu s ines s .

33. O n c ompletion, forms willbe pas s ed , s igned by the c laimantto (… … … . . . . )
who willc hec k eligibility, rates and c alc u lations , c omplete the expend itu re
analys is , and c hec k other c laim d etails s ignifying thes e c hec ks by initialling
the c laim , before s u bmis s ion to ( )forc ertific ation. A c opy
of the c laim willbe taken by ( )and plac ed on file.
(… … … … … … … )wills u bmitc ertified c laims monthlyto the P ayrollP rovid er.

34. N JC s taff willu s e the form “C as u alUs er C laim for Traveland S u bs is tenc e
A llowanc es ”, forc laimingexpens es on s c hoolbu s ines s .

35. 34. O n c ompletion, forms willbe pas s ed , s igned by the c laimantto ( )
who willc hec k eligibility, rates and c alc u lations , c omplete the expend itu re
analys es , and c hec k otherc laim d etails s ignifying thes e c hec ks by initialling
the c laim before s u bmis s ion to ( )forc ertific ation. A c opy of the
c laim willbe taken by ( )and plac ed on file. ( )will
s u bmitc ertified c laims monthlyto the P ayrollP rovid er.
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EMERGENCY PAYMENTS AND ERRORS

356. Req u es ts to the P ayrollP rovid er for an emergenc y paym entin exc eptional
c irc u m s tanc es willbe au thoris ed in writing by ( )and retained
and filed by ( )where a d elay in d oc u mentation is no fau lt
ofthe employee and this wou ld otherwis e c au s e the employee notto be paid
by the d u e d ate, oran errorhas been mad e whic h als o affec ts the timing of
the payment.

367 . W hen approved , ( )willc ontac tthe H . R. S ervic es
S u pplierwith allthe nec es s ary information in ord erto ens u re they are aware
ofthe emergenc y paymentand preventa d u plic ate payment. This c ontac twill
be c onfirmed in writing by ( ), a c opy ofwhic h willbe
filed with the originals c hoolau thoris ation for the paym ent. H . R. S ervic es
S u pplierwillwrite to the P ayrollP rovid er. P aymentc annotbe mad e withou t
the P ayrollP rovid er having allthe relevantd oc u mentation and memorand a
fu lly c ompleted and au thoris ed .

37 8 . Errors by the P ayrollP rovid erwillreq u ire ( )to enqu ire
d irec twith the P ayrollP rovid er, arrange a c orrec ted paymentand keep a log
ofthe d is c u s s ions and ou tc ome.

38 9. ( )willmonitorthatthe effec tof the emergenc y
payments and their rec overy has been properly reflec ted on the s c hool’ s
ac c ou ntingrec ord .

S c hools hou ld ins ertthiertheir own s ys tem here for making emergenc y pay
ad vanc es from you r bank ac c ou nt, inc lu d ing the pers on au thoris ing the
payments and d elete the fou rparagraphs above.

MONTHLY REVIEW OF PAYROLL TRANSACTIONS

3940 . ( )is res pons ible forpos tingmonthly pay d etails onto
the s c hool’ s ac c ou ntingrec ord . ( )is res pons ible for
ens u ring thatemployee c harges reflec ted within the s c hool’ s ac c ou nts are
c orrec tand any anomalies are reported to ( )forinves tigation.

PAYROLL STANDING DATA VERIFICATION

40 1 . The P ayrollP rovid erwillprovid e the s c hool, on atleas tan annu albas is , with
a s tatementofallemployees (s alary, grad e, hou rs worked etc )on allpayrolls
forverific ation ( )willens u re this is rec eived and that( )
c arries a d etailed c hec kagains tthe s c hool’ s loc alac c ou ntings ys tem .
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RETENTION OF DOCUMENTS

412 . ( )willhave overallres pons ibility to ens u re thatall
payrollrec ord s are kepts ec u rely.

423. Fu llc u rrentd etails of retention period s foralld oc u ments are inc lu d ed in this
M anu alatS ec tion 191 8 .
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SCHOOL
PAYROLL AUTHORISATION MATRIX

(TO BE MAINTAINED AT THE SCHOOL)
1 2 3 4 5 6 7 8 9

NEW APPOINTMENTS PAY VARIATIONS LEAVERS
A greementto
A ppointments

Is s u e ofO ffers A ppointment
Form
A u thoris ation

C opying
S tand ing
Variation to
H . R. S u pplier

C laim Form /
Invoic e C hec king

C laim Form/
Invoic e
A u thoris ation

Variation to H ou rs
C laim
A u thoris ation

C opyingand
FilingC laim
Form

A u thoris ation
ofN otific ation
to H R S u pplier

Teachers –
 Permanent . . . . . . .

 Supply . . . . .

NJC Staff-
 Permanent . . . . . . .

 Temporary
. . . . . . .

 Casual
. . . . .

Mid Day
Supervisors . . . . .

Cleaners –
 Permanent . . . . . . .

 Temporary
. . . . . .

Site
Agents . . . . . . .

Clerk to
Governors . . . . . . .
Others

NOTE:- ALL AUTHORISED STAFF SHOULD BE NOTIFIED TO H.R./PAYROLL PROVIDER DATE UPDATED……………
APPENDIX 1
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APPENDIX 2

PROCEDURES COVERING NON-COUNCIL PAYROLL PROVIDERS

1 . ( )has res pons ibility for ens u ring thatthe
arrangements between the s c hooland the payrollprovid er are properly and
fu lly c overed in a c ontrac td oc u mentthatis in plac e for the period of the
arrangement. ( )willhave d ayto d ay res pons ibilityfor
the propermanagementof the s c hool’ s payrollinc lu d ing retu rns to s tatu tory
bod ies , d ata protec tion, H u man Res ou rc es is s u es , notific ation to the payroll
provid erofs alaryamend ments , rec ord s s ec u rity and allas s oc iated is s u es .

2 . S u itable forms for the notific ation for all payroll matters will be agreed
between ( )on behalf of the s c hooland the P ayroll
P rovid er. A llthe followingforms are attac hed to this gu id e.

L is teac hform and its pu rpos e and the A ppend ix nu mber.

W hen a form is u s ed thatis d ifferentto the C ou nc ilform d es c ribed in the
following gu id e,then the appropriate form nu mberand d es c ription s hou ld be
s u bs titu ted alongwithany d ifferentproc ed u res thatare nec es s ary.

3. The firs tc ontrac tpointbetween the s c hool, payrollprovid er and s tatu tory
bod ies is ( ).

4. ( )is res pons ible forens u ring ( )has fu lland
c ontinu ou s training on s tatu tory req u irements , employee s tatu s and other
relevantpayrollmatters .

5. ( )is res pons ible forens u ring the ac c u rac y ofs tatu tory
and otherd ed u c tions and payments mad e to alls taff, inc lu d ing the s tatu s of
employees in relation to nationalins u ranc e c ontribu tions .

6. ( )is res pons ible forc hec kingc ontroltotals from one payroll
ru n to the next, ind epend ently of the P ayrollP rovid er. Thes e willbe u s ed to
agree c hanges in ac tivity and valu es between payrollru ns .

7 . ( ) willreview information from the P ayrollP rovid er for
reas onablenes s before a payrollru n is au thoris ed by( ).

8 . ( )willanalys e the payrollinformation priorto a pos tingjou rnal
beingprepared by ( )and approved by ( )to pos t
trans ac tions to the loc alac c ou ntings ys tem .

9. ( )is res pons ible forthe ac c u rate and promptpay
over of s tatu tory d ed u c tions by req u ired d ead lines after c hec king and
c ertific ation by( ).
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10 . A d vic e and as s is tanc e in relation to qu eries from employees and s tatu tory
bod ies willbe d ealtwithby( ).

1 1 . A c tionings tatu tory notific ation s u c has tax c od e c hanges willbe c arried ou tby
( ).

1 2 . ( ) willc omplete and s u bmits tatu tory retu rns by s tatu tory
d ead lines . Thes e willbe au thoris ed by( ).

13. Third partyc laims willbe hand led and keptby ( ).

14. ( )willliais e withthe s c hool’ s bankeron paym entfac ilities .

15. ( )willliais e with the L A and s tatu tory bod ies on inc ome
tax and nationalins u ranc e where a member of s taff is employed in one or
more otherL A s c hools .

16. ( )willens u re employee and employerpens ion c ontribu tions are
effec ted c orrec tly and s u ms paid over to the C ou nc ilby s pec ified d ead lines
with appropriate retu rns au thoris ed by ( ). This will
inc lu d e the A nnu alS ervic e Retu rns prepared by ( )and
au thoris ed by ( )in a formatas ad vis ed by the
C ou nc il’ s H u man Res ou rc e S ervic e and in ac c ord anc e with the req u irements
ofTeac hers ’ P ens ions .

1 7 . ( )is res pons ible forc omplying withthe information req u ired by
the C ou nc ilH u man Res ou rc es S ervic e, in a form ad vis ed . This willbe
c ompleted by ( )and au thoris ed by ( ). A c opy
s hallbe taken by( )and retained by the s c hool.
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132. PETTY CASH ACCOUNTS

(To be supplemented with further guidance applicable to the school)

NOTE: Whatever type of Banking Scheme the school uses, at least oOne petty cash
account or float taken from the main bank account, will normally be in use for small

payments in cash.

_____________________________-SCHOOL

INTRODUCTION

1 . This d oc u mentwillbe d is tribu ted to allrelevants taffc arrying ou tthe fu nc tions
d etailed . In ad d ition and where appropriate, extrac ts from one ormore ofthe
following d oc u ments willbe append ed to c omplete the pic tu re of s ys tem
proc ed u res and s taffing res pons ibilities . This is the res pons ibility of
( ), who willmaintain a rec ord ofthe name ofthe memberof
s taff, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
S c hools Financ ialValu e S tand ard
Financ ialRegu lations forS c hools
Fu llyFu nd ed B ankA c c ou ntS c heme forS c hools

2 . This d oc u ments u pports the s ec tions ofFinanc ialRegu lations forS c hools on
P etty C as h.

OVERALL RESPONSIBILITIES

3. ( )s hallobtain the approvalofgovernors throu gh the (financ e
c ommittee oras appropriate )to the overallvalu e ofpetty c as h held within the
s c hool.

4. The head teac her has overallres pons ibility for ens u ring there is ad eq u ate
c ontrolover the operation of the petty c as h ac c ou nt(s ). The lis t of all
au thoris ed pettyc as had vanc es is s hown atA ppend ix 1 .

5. The head teac her has d elegated c ertain res pons ibilities as d efined in this
d oc u ment.

OPERATION OF ACCOUNT

6. The ac c ou ntwillbe held on an impres tbas is with ad vanc es mad e ( from the
s c hool’s bank ac c ou nt). Eac h “Impres tH old er”as d efined in A ppend ix 1 ,
willbe res pons ible forthe operation and c ontroloftheirac c ou nt.

7 . The amou nt(s )ofthe ad vanc e(s )s hou ld be reviewed period ic ally by ( ).
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8 . P ayments in c as h u p to £ xx may be m ad e from the ac c ou ntwhen a c as h
paymentis u navoid able or ad vantageou s . In exc eptionalc irc u ms tanc es ,
req u es ts for payments in exc es s of this amou nt, m u s t be s u bmitted to
( )forapproval.

9. The c as h floatwillbe held s ec u rely by thos e s taff d efined in A ppend ix 1 ,
ens u ring ins u ranc e req u irements are fu lly c omplied with and thatno pers onal
c hequ es are c as hed from the balanc e.

1 0 . Rec eipted vou c hers , c orrec tly id entifying VA T where appropriate, and
au thoris ed by ( )willbe prod u c ed to ( )in s u pportof
req u es ts forpaym entou tofthe ac c ou nt. A s ignatu re willbe obtained forall
s u c hpayments .

1 1 . Reimbu rs ementto the P etty C as h H old erwillbe s u pported by the s u bmis s ion
of the properly au thoris ed vou c hers attac hed to the rec onc iliation s tatement
s igned and d ated by the P etty C as h H old er and lis ting d etails of eac h
payment. The P etty C as h H old erwillrec onc ile the ac c ou ntatleas tmonthly
to the originalad vanc e, taking c as h, expend itu re vou c hers and any c laims
awaiting reimbu rs ementinto ac c ou nt. The rec onc iliation s tatementand lis tof
payments willbe verified and c ertified c orrec tby (notthe petty c as hhold er).

1 2 . The c laim form with vou c hers attac hed willbe s u bmitted to (pers on within
s c hool)forreimbu rs ement, allowing ad eq u ate time to ens u re s u ffic ientfu nd s
remain in the float.

13. ( )is res pons ible forenteringthe ind ivid u alpayments in the
loc alac c ou ntings ys tem .

SECURITY AND RETENTION OF DOCUMENTS

14. ( )willbe res pons ible forens u ring thatallpetty c as hrec ord s
are kepts ec u rely.

15. Fu llc u rrentd etails of retention period s foralld oc u ments are inc lu d ed in this
M anu alatS ec tion 191 8 .
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APPENDIX 1

___________________________________________School

SCHEDULE OF PETTY CASH ACCOUNTS

Title of Account Amount of Date of Date of Name of Petty
Advance Advance Return Cash Holder

£
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143. PURCHASING PROCEDURES

(To be supplemented with any further guidance applicable to the school)

_________________________________SCHOOL

INTRODUCTION

1 . This d oc u mentwillbe d is tribu ted to allrelevants taffc arrying ou tthe fu nc tions
d etailed . In ad d ition and where appropriate, extrac ts from one ormore ofthe
following d oc u ments willbe append ed to c omplete the pic tu re of s ys tem
proc ed u res and s taffing res pons ibilities . This is the res pons ibility of
( ), who willmaintain a rec ord ofthe name ofthe memberof
s taff, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
S c hools Financ ialValu e S tand ard
Financ ialRegu lations forS c hools
Fu llyFu nd ed B ankA c c ou ntS c heme forS c hools
P u rc has ingC ard Gu id anc e forS c hools
C ou nc il’ s Financ ialP roc ed u re on O rd ering and Rec eipting of W orks
Good s and S ervic es
C ou nc il’ s Financ ial P roc ed u re on P ayment for W orks Good s &
S ervic es .
M anagementGu id elines – Employmentof Ind ivid u als C laiming S elf-
Employed S tatu s
C ou nc il’ s C ontrac tP roc ed u res
V A T Gu id e

2 . The arrangements in this gu id anc e relate to revenu e and c apitalexpend itu re
from offic ials c hoolfu nd s . S eparate ad vic e has been given to the s c hoolon
the proc ed u res to follow and the treatmentofc apitalexpend itu re.

3. This d oc u ments u pports the s ec tions ofFinanc ialRegu lations forS c hools on
O rd ers forW orks , S u pplies , Good s and S ervic es and P aymentofInvoic es .

OVERALL RESPONSIBILITIES

4. O verallres pons ibility for the ad minis tration of pu rc has ing proc ed u res res ts
with the head teac her. The d ay-to-d ay res pons ibilities have been d elegated
as d etailed in this d oc u ment.

W hen invoic es are proc es s ed c entrally ins ertthe followingparagraph:
5. ( )keeps the c ertifying offic ers lis tu p to d ate and promptly

notifies the L A ofthis lis tand any c hanges u s ingthe offic ialform .

ORDER PROCESS
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6. A P u rc has e Req u is ition (s ee A ppend ix 1)is prepared by the bu d gethold eror
otherd es ignated memberofs taffforthe good s ors ervic es requ ired . This will
be in ac c ord anc e with the s c hool’ s A u thoris ed O ffic ers L is tavailable from
( ). The bu d gethold erens u res thatbu d getprovis ion exis ts by
c ompletingappropriate boxes , inc lu d ings igningthe “A u thoris ed by”box.

7 . O nly the following s taff ( d etail whic h s taff ) s hall have ac c es s to the
c ompu ters ys tem to generate offic ialord ers .

8 . The P u rc has e Requ is ition is pas s ed to ( )and willbe proc es s ed
throu gh the c ompu ters ys tem by ( )to prod u c e the offic ialord er,
allc opies ofwhic hare s igned as s hown below.
Ins ertthe following s entenc e,ifappropriate,when good s are notallrec eived
atthe one c entralpointwhere the one c opy ord eris retained
A n ad d itional c opy of the ord er will be prod u c ed and pas s ed to the
d epartmentwhere the good s willbe rec eived .

8 . 1 O rd ers u pto the valu e of£ xx c an be s igned by ( ); d elete
and amend word ingofthe nextitem ifnotappropriate.

8 . 2 O rd ers from £ xx to £ xxxx are s igned bythe head teac her;

8 . 3 O rd ers from £ xxxx to £ 60 , 0 0 0 are approved by the Governing B od y
before s ignatu re bythe head teac her;

8 . 4 For ord ers over £ 60 , 0 0 0 , c ons id er s eparate ad vic e on tend ering
proc ed u res .

8 . 5 O rd ers over £ 60 , 0 0 0 are d ealtwith in ac c ord anc e with the C ou nc il’ s
S tand ing O rd ers as attac hed to S c hools Financ ialRegu lations . They
are approved by the Governing B od y, s igned by the head teac herand
c ou nters igned by an L A offic er.

9. The P u rc has e Req u is ition is retained by ( )and filed in ( )
ord er. A hard c opy of the s igned ord er is filed in ( ) ord er on the
c u rrentord erfile by( ).

1 0 . Urgentord ers by telephone willbe approved by ( )before being
given by( )and c onfirmed immed iatelyby an offic ialord er.

1 1 . O rd ers forgood s and s ervic es forthe private u s e ofs tafforotherpers ons are
notallowed .

1 2 . There willbe invoic es where no ord er has been nec es s ary. Thes e are
res tric ted to u tilities and items as d efined in Financ ialRegu lations forS c hools
paragraph1 6139.
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RECEIPT OF GOODS OR SERVICES

13. A llgood s and s ervic es willbe c hec ked on rec eiptby ( ) for
q u ality and q u antity. The c opy ord er willbe s igned thatc hec ks have been
c arried ou t.

14. A ny s hortages , rejec ted items , inad eq u ate s ervic e orany otherd is pu ted item
ofgood s ors ervic e willbe immed iately notified to ( )who willtake
appropriate ac tion. ( )willpromptlynotifythe s u pplierwhen relevant.

15. A s eparate rec ord of good s retu rned willbe maintained by ( ),
who willmonitorthe provis ion ofreplac ements orc red its .

16. D eliverynotes willbe s igned and pas s ed to ( ).

PROCESSING INVOICES

1 7 . A llinvoic es willbe pas s ed to ( c entralpoint ), who ens u res itis a valid
invoic e, c omplies withthe req u irements ofa VA T invoic e ifVA T is c harged , as
d efined in A ppend ix 2 , attac hes any d elivery note and s tamps the invoic e
u s ingthe offic ialc hec king/c ertific ation s tamp. This is s hown below:

Either: (d elete the one thatd oes notapply)
The c hec ks willbe c arried ou tby ( * / * / * ), who willinitial
the boxes . (*In d efining thes e s taff,bearin mind the need fors eparation of
d u ties as d efined in Financ ialRegu lations forS c hools ,paragraph149.

Or:
The invoic es willthen be d is tribu ted to d epartments where ( * / * / * )
willc omplete the c hec ks req u ired by the s tamp and initialthe boxes before
the invoic es are retu rned to ( c entralpoint)by( ).

1 8 . ( c entralpoint ) willpas s eac h invoic e to ( ), the au thoris ed
offic er, forc ertific ation, following the c ertific ation proc ed u res given els ewhere,
inc lu d ing Financ ialRegu lations for S c hools , partic u larly involving ens u ring
thatthe boxes on the s tamphave been initialled .

O rd erN o. … … … … … … … … … .

1 . N otpreviou s ly A u thoris ed

2 . Good s Rec eived (orW orkD one)

3. Q u ality, Q u antity and P ric es C orrec t

4. D is c ou ntTaken

5. B u d getP rovis ion A vailable

Invoic e c ertified c orrec tforpayment

… … … … … … … … … … … … … … … … … … … … …
A u thoris ed O ffic er

Initials
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Copy Invoices

19. A c opy invoic e rec eived willbe s u bjec ted to a thorou gh c hec k by ( ).
This willinc lu d e ( )examiningthe paymentrec ord s to ens u re ithas
notbeen previou s ly paid . If inves tigations revealthatthe invoic e is s till
ou ts tand ing, the normalc ertific ation proc ed u res willbe followed bu t( )
willwrite and s ign a s tatementon the invoic e thatithas notbeen previou s ly
pas s ed forpayment.

Pre-Payments

20 . W here a s u pplierwillonly provid e good s ors ervic es ifpaymentis mad e in at
the time ofthe ord erorin ad vanc e ofrec eiptofthos e good s ors ervic es , s u c h
an arrangementwillbe agreed by ( )forrou tine paym ents , s u c h as
s u bs c riptions , u p to ( e.g.£500 ). Forc harges over(e.g.£500 ), s u c h
arrangements s hou ld be only entered into in exc eptionalc irc u m s tanc es with
the approvalof (head teac herrec ommend ed ), who willrec eive a reportin
writing of the reas ons , afteres tablis hing the s u itability of the s u pplierto this
arrangement.

2 1 . ( )willc los ely monitorthe progres s ofalls u c h ord ers and will
ens u re thata fu llVA T invoic e has been rec eived to s u pportany c laim for
reimbu rs ementof VA T. P artic u lar referenc e s hou ld be mad e to the VA T
Gu id e M anu alin res pec tofpaym ents in ad vanc e and the VA T pos ition.

Credit Notes

22 . Ifa c red itnote is expec ted , ( )willbe notified who willens u re the
invoic e to whic h it relates is held and the invoic e and c red it note then
proc es s ed togetherby( ).

23. Ifthere is a c red itnote withno invoic e likely to be available in the s hortterm to
offs etit, ( )c an hold the c red itnote u ntilthe s u pplieris u s ed
again orc ontac tthe s u pplierand req u es ta c heq u e to c learthe c red itnote.

Prompt Payment Discounts

24. A lls taff rec eiving an invoic e are res pons ible for examining itto s ee if any
d is c ou nts are available for early s ettlement. W hen s u c h a d is c ou nt is
available the invoic e s hou ld be pas s ed withou td elay to ( )who
willproc es s itpromptly and red u c e the invoic e totalby the d is c ou ntoffered .

PAYMENT PROCESS

256. C heq u es will be s tored s ec u rely in the s c hool s afe and c ontrolled by
( ). The following s taff only willhave ac c es s to the s afe
(titles ). The following s taff only willhave ac c es s to the
(s c hooloffic e/financ e offic e etc ), whic hwillbe loc ked when notin u s e.
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267 . C heq u es willbe prod u c ed every (freq u enc y/d ay). The (pos ttitle)willrec ord
the invoic e nu mber, c os tofgood s /s ervic es , VA T and totalofthe invoic e, d ate
paid and c heq u e nu mberon the loc als oftware.

2 7 8 . C heq u es are prepared by ( ), who has ac c es s to theirs ec u re
s torage. The invoic es and c heq u es are pas s ed to the appropriate c heq u e
s ignatories as d efined in the approved s c heme ofd elegation.

2 8 9. C heq u es u p to £ xxx (no more than £250) willbe s igned by one pers on.
C heq u es over £ xxx willbe s igned by two pers ons from (lis tmembers of
s taff/title). N O TE: S c hools that are part of the overallC ou nc ilbanking
arrangements hou ld ins ertins tru c tions here thatc opies ofthe B ankM and ate,
as and when itis u pd ated ,s hou ld be s entto Exc hequ erS ervic es ..

2 930 . The s ignatories willc hec k the invoic es agains tthe c heq u e for valu e and
reas onablenes s before s igningthe c heq u es .

30 1 . A ll invoic es and c heq u es are retu rned to ( ) for filing the
invoic es in c heq u e nu mber ord er and pos ting the c heq u es with remittanc e
ad vic es to the c red itors .

31 2 . The c opyord ers are finallyfiled in the ( )file in ord ernu mber.

P aragraphs 32 to 41s hou ld be d eleted ifthe s c hoold oes notu s e B A C S payments

32 . The followings taffonly willhave ac c es s to B A C S (titles ).

33. B A C S paymentfiles willbe s u bmitted (freq u enc y/d ay). The (pos ttitle) will
rec ord eac h invoic e nu mber, c os tofgood s /s ervic es , V A T, totalofthe invoic e
and d ate of remittanc e on the loc al s oftware.
( )willals o be res pons ible forrec ord ing and u pd ating
s u pplierbanks ortc od es and ac c ou ntnu mbers on the loc als oftware.

34. B A C S files are prepared by ( ). A s igned hard c opy ofthe
B A C S file is pas s ed to the appropriate s ignatory as d efined in the approved
s c heme of d elegation, together with s igned loc als ys tem reports lis ting any
new oru pd ated s u pplierbankd etails .

35. B A C S payments totalling £ xxx (no more than £250)orles s willbe au thoris ed
by one pers on. B A C S payments over£ xxx willbe au thoris ed by two pers ons
from (lis tmembers ofs taff/title).

36. The s ignatories willc hec k the invoic es agains tthe B A C S paymentfile for
valu e and reas onablenes s before au thoris ing the payments by s igning the
hard c opy. The s ignatories willals o c ou nters ign the reports lis ting any new or
u pd ated s u pplierbankd etails afterc hec kingforac c u rac y.

37 . A llinvoic es , B A C S paymentfiles and s u pplier bank reports are retu rned to
( )forproc es s ing.
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38 . The s igned s u pplier bank reports willbe filed by ( )in
alphabetic alord er.

39. The B A C S paymentfile willbe s u bmitted to the B A C S bu reau /the s c hool’ s
bankers by ( ), as d efined in the approved s c heme of
d elegation. ( )willals o emailorpos tremittanc e ad vic es to the
relevants u ppliers .

40 . The invoic es will be filed with the relevant hard c opy B A C S file, in
c hronologic alord erac c ord ingto paymentd ate.

41 . The c opy ord ers are finally filed in the ( )file in ord er
nu mber.

Self-Employed Contractors

4233. In res pec tof s elf-employed pers ons , ( ) is res pons ible for
c hec king thatthe C ou nc il’ s M anagementGu id elines on the Employmentof
Ind ivid u als C laiming S elf-Employment S tatu s is followed , that the pers on
fu lfils allof the c riteria s etou tin the gu id anc e and thatthe Tax O ffic e is
c ontac ted as nec es s ary. The S elf-Employed S tatu s C ertific ate is s hown at
A ppend ix 3. Ifthere is any d ou btthe pers on willbe paid throu gh the s c hools
normalpayroll.

Construction Industry Scheme

4334. ( )willens u e thatthe C IS s c heme is s u ed by the C ou nc il,
willbe followed . N B From 5th A pril20 0 7 where a c ontrac tis between the
s c hool/governingbod y and the s u bc ontrac tor(i. e. notwiththe L oc alA u thority)
C IS reportingis notreq u ired .

4435. W here C IS reporting is requ ired ( ) willinform the
s u bc ontrac torofthe linkbetween s c hools and the L oc alA u thority, i. e . thatthe
C ou nc ilc ou ld pay their invoic e, and therefore req u ire tax d etails in ord er to
releas e paymentlegally.

PURCHASING CARD (if applicable)

45. This is the res pons ibility of( ), who willmaintain a rec ord of
the name ofthe memberofs taff, d ate and d etails ofthe d oc u ments related to
P u rc has ingC ard .

46. ( )is the c ard hold er. The s ingle trans ac tion limitis £ xxxx
and the monthly lim itis £ xxxx
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47 . The ‘ Authorisation to Pay by Purchasing Card’ form , A ppend ix 4, is
c ompleted by the ind ivid u alreq u es ting the good s /s ervic es . Following the
rec eipt of au thoris ation to u s e the P u rc has ing C ard the c ard hold er (
) willc omplete the Purchasing Card Daily Transaction Log A ppend ix 5
rec ord ingalltrans ac tions as s oc iated withthe

u s e ofa pu rc has ingc ard .

48 . ( )willc hec k trans ac tion on the pu rc has ing c ard
s tatementwith the ind ivid u al‘ A u thoris ation to P ay by P u rc has ing C ard ’form .
W hen c ompletingthe bankrec onc iliation s c hools mu s tens u re thatthe c orrec t

amou nthas been c harged to the banks tatement.

SECURITY AND RETENTION OF DATA AND DOCUMENTATION

4936. ( )is res pons ible forprod u c ing regu larbac ku pd is ks ofd ata from
the financ ials oftware s ys tem and ens u ring thata s eparate d is k is held for
eac h financ ialyear. ( )ens u res thatthey are s tored s ec u rely
away from the s c hool.

50 37 . ( )is res pons ible forens u ring thatalld oc u mentation as s oc iated
withtend ers , q u otations and paymentofinvoic es is s tored s ec u rely.

5138 . Fu llc u rrentd etails of retention period s for alld oc u ments is inc lu d ed in this
M anu alatS ec tion 191 8 .
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APPENDIX 1
_______________________________________SCHOOL

PURCHASE REQUISITION
D A TE D EP A RTM EN T B UD GET A L L O C A TED S P EN T TO D A TE

Ihave c hec ked thatthere is provis ion in my d epartmentbu d getforthe items lis ted . A UTH O RIS ED B Y
(H ead ofD ept)

S UP P L IER: ______________________________________________________________

A D D RES S _______________________________________________________________

S P E C IA L IN S TRUC TIO N S

P age C atalogu e/
S toc kN o.

D es c ription Q u antity Req u ired P ric e P erUnit Total

TO TA L

DEPT BALANCE TO BE C/FO RD ER N O .
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Continuation Purchase Requisition

P age C atalogu e/
S toc kN o.

D es c ription Q u antity Req u ired P ric e P erUnit Total

TO TA L

O RD ER N O . DEPT. BALANCE TO BE C/F
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APPENDIX 2
VAT INVOICES

1 . A lways obtain a VA T invoic e for good s and s ervic es – this willenable the
s c hoolto c laim bac k any VA T c harged . D etails req u ired on a VA T invoic e
are:

1 . 1 an id entifyingnu mber
1 . 2 the name, ad d res s and VA T nu mberofthe s u pplier
1 . 3 the d ate ofs u pply
1 . 4 the c u s tomer’ s name and ad d res s (this mu s tbe the s c hoolorC entral

B ed ford s hire C ou nc il)
1 . 5 the type ofs u pply
1 . 6 a d es c ription whic hid entifies the good s ors ervic es s u pplied :

1 . the q u antityofgood s orextentofthe s ervic e
2 . the c harge mad e foreac hitem , exc lu d ingVA T
3. the rate ofVA T
4. the totalc harge mad e, exc lu d ingVA T
5. the rate ofany c as h d is c ou ntoffered
6. the totalVA T payable

(Ifthe invoic e inc lu d es zero-rated orexempts u pplies , thes e mu s tbe
s hown s eparately. )

2 . Forinvoic es u nd er£ 10 0 , les s d etails are req u ired :

2 . 1 the name and ad d res s and V A T regis tration nu mberofthe s u pplier
2 . 2 the d ate ofs u pply
2 . 3 a d es c ription whic hid entifies the good s ors ervic es s u pplied
2 . 4 the c harge mad e, inc lu d ingVA T
2 . 5 the rate ofVA T.

(A les s d etailed invoic e m u s tnotinc lu d e zero rated and exemptitems . )

3. W here you are u nable to obtain a les s d etailed VA T invoic e for good s or
s ervic es les s than £ 10 0 thatare paid foratthe time, as a minimu m , ifnothing
els e is available, tillrec eipts may be ac c epted when they have the following
information:

3. 1 the name and V A T regis tration nu mberofthe s u pplier
3. 2 the natu re ofthe good s and s ervic es s u pplied
3. 3 the pric e paid
3. 4 the d ate ofs u pply.
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APPENDIX 3

To: Central Bedfordshire Council, ____________________________ School

SELF EMPLOYMENT STATUS CERTIFICATE

I c onfirm that, having ans wered the qu es tions s etou ton pages 1 and 2 of the C ou nc il
gu id anc e, Ic ons id ermys elf s elf-employed forthe s ervic es thatIam performing forC entral
B ed ford s hire C ou nc il.

M y tax offic e is : … … … … … … … … … … … … … … … … … … … … … … … … … . (d is tric t)

Tax O ffic e A d d res s : … … … … … … … … … … … … … … … … … … … … … … … … … … …

… … … … … … … … … … … … … … … … … … … … … … … … … … …

Telephone N u mber: … … … … … … … … … … … … … … … … … … … … … … … … … … …

and my Tax referenc e nu mber is : … … … … … … … … … … … … … … … … … … . . … … (if known
and appropriate)

Iau thoris e you to c onfirm this information withmy Tax O ffic e.

I u nd ers tand thatitis my res pons ibility to d ec lare allearnings for taxation pu rpos es in
ac c ord anc e withs tatu tory provis ions .

S igned :

N ame:

A d d res s

D ate

For Office Use:

S elf-employmentnotified : … … … … … … … … … … … … … … … …

D ate ofletterofnotific ation: … … … … … … … … … … . Referenc e: … … … … … … … … … .

(C opy ofletterto the Inland Revenu e to be attac hed to and filed withthis c ertific ate).
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Appendix (4)
Authorisation to Pay by Purchasing Card

A u thoris ation nu mber:
(s c hoolto alloc ate s equ entially)

Req u es tor’ s name

Item Requ es ted

M erc hantC ategory

Totalc os t

C FR & GL C od e

To be c ompleted by S c hool’ s Financ e pers onnel(who s hou ld notbe the c ard hold er):

D oes this pu rc has e repres entB es tValu e and is
this in line withs c hool’ s s pend ingpriorities ?

YES /N O

B u d gethold er’ s s ignatu re

Req u es tor’ s s ignatu re

A u thoris ed by(N ame)

A u thoris ed by(S ignatu re)

Invoic e nu mber

A grees to c os ts provid ed above YES /N O

Totalc os t(£ )

N ET c os t(£ )

VA T (£ )

Invoic e agreed to c ard s tatement YES /N O

Rec onc iled on s c hool’ s ac c ou ntings ys tem YES /N O

D ate rec onc iled on s c hool’ s ac c ou ntings ys tem

Checks undertaken By: Signature:
Date:
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APPENDIX G

Purchasing Card Daily Transaction Log

N A M E D ate

S TA RT

FIN IS H

REF
NO

Authoris
ation

number:

ORDER
DATE

SUPPLIER
NAME

DESCRIPTION
OF GOODS /
SERVICES

Merchant
Identifier

SUPPLIER
REFERENCE

NUMBER

DATE
REC’D

NET
INVOICE
AMOUNT

VAT
RATE

VAT
AMOUNT

GROSS INVOICE
AMOUNT

1
2
3
4
5
6
7
8
9

10
11
12

TOTAL

Authorising Signature: ………………………………………………..

Signature: ……………………………………………………………..

Date: ……………………………………………………………………

Reviewed by:

Headteacher:
…………………………………………………………Date:………………………….

Chair of
Governors:…………………………………………………..Date:…………………………
.

Formatted Table
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1514. C O N TRA C TS A N D TEN D ERIN G

(To be supplemented with further guidance applicable to the school)

_______________________________SCHOOL

INTRODUCTION

1 . This d oc u mentwillbe d is tribu ted to allrelevants taffc arryingou tthe fu nc tions
d etailed . In ad d ition and where appropriate, extrac ts from one ormore ofthe
followingd oc u ments willbe append ed to c omplete the pic tu re ofs ys tem
proc ed u res and s taffingres pons ibilities . This is the res pons ibility of(
), who willmaintain a rec ord ofthe name ofthe memberofs taff, d ate and
d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
S c hools Financ ialValu e S tand ard
Financ ialRegu lations forS c hools
Fu llyFu nd ed B ankA c c ou ntS c heme forS c hools ,
P u rc has ingC ard Gu id anc e forS c hools
C ou nc il’ s C ontrac tP roc ed u res
C ou nc il’ s Financ ialP roc ed u re on O rd eringand P ayingforGood s and
S ervic es
V A T Gu id e

The arrangements in this gu id anc e relate to revenu e and c apitalexpend itu re
from offic ials c hoolfu nd s . W hen pu rc has es involve c apitalexpend itu re, this
willbe d ealtwithby( ).

2 . This d oc u ments u pports the s ec tions ofthe Financ ialRegu lations forS c hools
on O rd ers forW orks , S u pplies , Good s and S ervic es and P aymentofInvoic es .

OVERALL RESPONSIBILITIES

3. O verallres pons ibility forthe ad minis tration ofc ontrac tand tend ering
proc ed u res res ts withthe head teac herwho willens u re thatC entral
B ed ford s hire’ s Financ ialRegu lations forS c hools and S tand ingO rd ers in
relation to pu rc has ing, tend eringand c ontrac tmaters are fu lly c omplied with.
D etailed legalad vic e is available from the L A ’ s legalad vis ers .

The H ead teac herwillbe res pons ible to ens u re thatthe d ec is ions mad e by
S c hoolGovernors are taken in lightofallc u rrentregu lations to preventillegal
ac ts
The H ead teac herwillbe res pons ible foru nd ertakingd is c u s s ions withthe
S c hoolP lanningTeam ifthe s c hoolwis hes to make alterations to the bu ild ing
ors ite and s eekS c hoolM anaged P rojec tapproval.
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The d ay-to-d ayres pons ibilities have been d elegated as d etailed in this
d oc u ment.

ORDER PROCESS

4. The H ead teac herwillhave to appointan appropriate bu ild ingprofes s ionalto
overs ee any c apitalprojec tand protec tthe s c hoolfrom any u nfores een
liabilities and pos s ible pros ec u tion.

5. ( )wills elec ts u ppliers only from an approved lis t

6. Forc ontrac ts valu ed u pto £ 2 , 0 0 0 ( )willens u re thatthe
princ iples ofbes tvalu e applyand the s elec tion proc es s is d oc u mented and
whereverpos s ible atleas t2 c ompetitive q u otations are obtained .

Forc ontrac ts valu ed between £ 2 , 0 0 1 and £ 2 0 , 0 0 0 ( )will
ens u re thata minimu m ofthree q u otations on the s u ppliers ’ head ed
notepaperorfrom the s u ppliers ’ emaild omain to the au thoris ed offic erare
obtained .

Ifthe c ontrac tis award ed to anyotherthan the lowes tbid d er( )
willens u re thatthe reas ons ford oings o are ju s tified and rec ord ed in writing.

W here the valu e is between £ 2 0 , 0 0 0 and £ 59, 999. ( )will
ens u re thatatleas tthree formalq u otations by s ealed bid (u nopened
envelope)are s ou ghtfrom s u ppliers , . (Five ormore s u ppliers is bes tprac tic e)

Forc ontrac ts above £ 60 , 0 0 0 u pto the EU thres hold ( )will
ens u re the proc es s regard ingformaltend ers is followed and gu id anc e from
the P roc u rementTeam atC entralB ed ford s hire is s ou ght.

7 . ( )willas s es s in ad vanc e the healthand s afety c ompetenc e of
c ontrac tors , takinginto ac c ou ntB ed ford s hire’ s polic ies and proc ed u res .

8. S c hoolto ins ertthe followingparagraphwhere the premis es are owned by the
L A orthe s c hoolhas volu ntary c ontrolled s tatu s .

( )willnotify the L A and s eekc ons entto the propos ed
works .

CONTRACT OPENING PROCEDURES

91 0 . The H ead teac herwillens u re thatthe s c hoolfu lly c omplies withallc u rrent
regu lations in c onnec tion withc ontrac topeningproc ed u res . To ens u re this
proc es s is fair, s tric tru les m u s tbe obs erved forthe rec eiptand loggingofthe
bid s and minu tes ofthe meetingmu s tbe taken.

1 0 . W hils tmore d etailis given in the proc u rementgu id e, potentialc ontrac tors will
be as s es s ed in the 5 main ways .
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i. Financ ialprobity(inc lu d ingfinanc ialc hec ks on ac c ou nts and
c ompanys tability

ii. Experienc e, inc lu d ingreferenc es
iii. H ealthand S afety(inc lu d ingpolic ies and anynotic es /litigation
iv. Eq u alO pportu nities , the c ontrac tormu s tprovid e ans wers to the

approved q u es tions c onc erningrac e eq u ality and provid e
d oc u mentaryevid enc e as allowed u nd erthe L oc alGovernment
A c t198 8

v. The C ou nc ilals o req u ires an ad d itionalas s es s mentto be
c arried ou tin res pec tofenvironmentalpolic ies and c omplianc e.

ACCEPTANCE OF TENDERS

11 2 . A panelofs taffand governors willbe s etu pto evalu ate the tend ers rec eived
agains tthe pre-d etermined evalu ation c riteria and weightings s etou tin the
tend erd oc u ments . O nc e the c ontrac thas been award ed ( )
willnotifys u c c es s fu land u ns u c c es s fu ltend erers

123. ( )willbe res pons ible forrec ord ingthe res u lts of
the tend erevalu ation on the tend erfile.

134. The bu ild ingprofes s ionalwillthen u nd ertake the monitoringand evalu ation of
the c ontrac t.

SECURITY AND RETENTION OF DATA AND DOCUMENTATION

145. ( )is res pons ible forens u ringthatall
d oc u mentation as s oc iated withtend ers , q u otations and paym entofinvoic es is
s tored s ec u rely. This willinc lu d e minu tes oftend erevalu ation panels and
othermeetings c onnec tingwiththe c ontrac tingproc es s .

156. Fu llc u rrentd etails ofretention period s foralld oc u ments are inc lu d ed in this
M anu alatS ec tion 191 8 .
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1615. SCHOOL BANK ACCOUNTS

(To be supplemented with further guidance applicable to the school)

_______________________________SCHOOL

INTRODUCTION

1 . This d oc u mentd oes notapply to Unoffic ialFu nd s , forwhic hthere is s eparate
ins tru c tions in this Financ e M anu al.

2 . This d oc u mentwillbe d is tribu ted to allrelevants taffc arrying ou tthe fu nc tions
d etailed . In ad d ition and where appropriate, extrac ts from one ormore ofthe
following d oc u ments willbe append ed to c omplete the pic tu re of s ys tem
proc ed u res and s taffing res pons ibilities . This is the res pons ibility of
( ), who willmaintain a rec ord ofthe name ofthe memberof
s taff, d ate and d etails ofthe d oc u ments s u pplied .

S c heme forFinanc ingS c hools
S c hools Financ ialValu e S tand ard
Financ ialRegu lations forS c hools
Fu llyFu nd ed B ankA c c ou ntS c heme forS c hools
P u rc has ingC ard Gu id anc e forS c hools

3. The fu lly fu nd ed B bank aA c c ou nts S c heme for S c hools is inc lu d ed in the
Financ ialA d minis tration H and bookforS c hools .

OVERALL RESPONSIBILITIES

4. O verallres pons ibility forthe ad minis tration ofthe bankac c ou ntres ts with the
head teac her. The d ay-to-d ay res pons ibilities c overing the operation of the
ac c ou nthave been d elegated as d etailed in this d oc u ment.

5. The GoverningB od yhas approved on (d ate )the ( name ofbank ) as the
s c hool’ s c hos en banker. (O nly one bank ac c ou nt in res pec t of L A
trans ac tions maybe maintained byeac hs c hool)

Ins ertthe nextparagraph only if the s c hoolhas c hos en notto u s e the
C ou nc il’s c u rrentbanker.

6. The banking terms and c ond itions between the ( name ofbank )and
the s c hoolare negotiated by ( ), who willens u re c harges
are s u bjec tto a regu larreview. Thes e c ontrac tarrangements were reported
to and approved bythe GoverningB od yon (d ate ).
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7 . The names ofthe ac c ou nts operated bythe s c hoolare ( ).

8 . ( ) is res pons ible for ens u ring allbanking and treas u ry
managementpolic ies are c u rrentand any variations in s u c h polic ies and
proc ed u res are promptly s u bm itted to the Governing B od y for approval.
( ) is res pons ible for implementing all c hanges in
proc ed u res .

9. The head teac herwillens u re thatthere is ad eq u ate s taffing in plac e within the
s c hoolto provid e the req u ired levelofc ontrolto operate a bankac c ou nt. The
head teac her willinform the Governing B od y of any c onc erns affec ting the
effic ientoperation and c ontrolofthe bankac c ou nt.

1 0 . The head teac herwillens u re thatres pons ibilities are d elegated in s u c h a way
as to provid e s atis fac tory s eparation of d u ties . A t leas t three d ifferent
members ofs taffs hou ld s hare the followingtas ks :

 A u thoris ation oford ers
 A u thoris ation ofinvoic es forpayment
 C u s tod yofc heq u e book
 S igningofc heq u es
 Rec ord ingofexpend itu re
 B ankrec onc iliation
 A u thoris ation to u s e P u rc has ingC ard (ifapplic able)



BANK ACCOUNT ADMINISTRATION

11 . C heq u e s ignatories willbe d rawn from a panelof the following members of
s taff who are notinvolved in the d ay-to-d ay operation of the bank ac c ou nt:
(lis tu p to fou r C entralB ed ford s hire C ou nc ilemployees nominated by the
H ead teac her below).

( )willens u re thatallc hequ es are d rawn on the ac c ou ntare
c ros s ed “ac c ou ntpayee only”, and with the c u rrentd ate and are notbe pre-
s igned .

1 2 . ( )wills u bmitthe nominated panelto the Governing B od y
for approvaland willobtain approvalfor any s u bs eq u entalterations . The
d ec is ions ofthe GoverningB od y willals o inc lu d e whic hs taffare nominated to
au thoris e other matters relating to the bank ac c ou nt, s u c h as general
enq u iries , req u es ts fors tatements , etc .

13. The d ec is ions ofthe GoverningB od y willbe minu ted and ( )
wills u bmitthe minu te to the bank as a mand ate where req u ired by the bank

Formatted: Indent: Left: 2.54 cm,
No bullets or numbering



8 8 30 /0 6/20 16C entralB ed ford s hire C ou nc il20 151

to d o s o. N O TE: S c hools thatare partof the C ou nc il’s overallbanking
arrangements willneed to ins ertad d itionalreq u irements to s u bmitc opies of
any originaland revis ed bankmand ates to Exc heq u erS ervic es .

14. ( )is res pons ible forpromptly rec onc iling the ac c ou nton a
monthly bas is and ens u ring it never bec omes overd rawn.
( )willc arryou ta regu lar, ind epend entreview to ens u re this
is c arried ou teffec tively. The bankrec onc iliation willbe rec ord ed and s igned
by(name the c ompilerand reviewer).

15. C as hflow forec as ts willbe prepared by( )

16. ( )willreportregu larly to the Governing B od y on the ac tu al
res u lts agains tforec as ts and s u bmitu pd ated forec as ts when new information
bec omes available.

1 7 . C as h flow management retu rns to the S c hoolFinanc ial A d vis er will be
c ompleted on a monthly/qu arterly bas is . by ( ) in
ac c ord anc e with the req u irements ofthe S c heme and s igned by H ead teac her
and C hairofGovernors

1 8 . W here the B ank A c c ou ntS c heme allows , paym entby D irec tD ebit, B A C S or
other au tomated trans ac tions willbe agreed by ( ). The
d oc u mentation willbe hand led by ( ), who willens u re D irec t
D ebitIns tru c tions are s igned bytwo ofthe au thoris ed s ignatories .

19. The D irec tD ebitGu arantee and c opies ofallotherd oc u mentation willbe kept
by ( )on the ( )file. ( )
willbe res pons ible for the regu lar and c arefu lmonitoring of D irec tD ebits
c harged to the s c hool’ s bankac c ou nt.

2 0 . Thos e areas agreed as D irec t D ebits , S tand ing O rd ers , B A C S or other
au tomated trans ac tions are lis ted atA ppend ix 1 .

2 1 . ( )is res pons ible for the s u bmis s ion of VA T retu rns to the
Vat O ffic e of C entral B ed ford s hire C ou nc il by the s pec ified d ead line,
au thoris ed by( ).

2 2 . A llother monthly, q u arterly and annu alfinanc ialmonitoring and reporting
retu rns to the S c hool Financ ial A d vis er are the res pons ibility of
( ). They willbe s igned by the H ead teac her and C hair of
Governors .

SECURITY AND RETENTION OF DOCUMENTS

24. ( ) willbe res pons ible for ens u ring thatalld oc u mentation,
inc lu d ing bank s tatements , rec onc iliations , c heq u e books and c ou nterfoils ,
paid c heq u es and otherbankac c ou ntrec ord s , is retained s ec u rely.
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25. Fu llc u rrentd etails of retention period s foralld oc u ments are inc lu d ed in this
M anu alatS ec tion 191 8 .
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APPENDIX 1

Schedule of Agreed Direct Debits, Standing Orders, BACS payments and other Automated Transactions

PAYEE

TYPE of
TRANSACTION
(DD, SO, BACS

etc.)

START
DATE FREQUENCY

FINAL
PAYMENT
DATE (If
Known)

NOTES

Examples :

Eas tern Elec tric ity

B ritis hGas

A W A
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1716. VOLUNTARY/UNOFFICIAL FUNDS

(To be supplemented with further guidance applicable to the school)

SCHOOL

INTRODUCTION

1 . This d oc u mentand appropriate extrac ts of the gu id anc e and ins tru c tions
lis ted below willbe d is tribu ted to allrelevants taff c arrying ou tthe fu nc tions
d etailed . This is the res pons ibility of( ), who willmaintain a
rec ord ofthe name ofthe memberofs taff, d ate and d etails ofthe d oc u ments
s u pplied .

S c heme forFinanc ingS c hools
S c hools Financ ialValu e S tand ard
Financ ialRegu lations forS c hools
Information C irc u lar–N otes ofGu id anc e forthe O peration ofUnoffic ial
and Volu ntaryFu nd s in S c hools (H -0 0 -35).
C harities A c t1993, and 20 0 6 and 2 0 1 1 .

2 . This d oc u ments u pports the s ec tion in the Financ ialRegu lations forS c hools
on Volu ntaryFu nd s .

3. The Governing B od y has approved the opening of the following u noffic ial
fu nd s and as s oc iated bank ac c ou nts , having firs tgiven d u e c ons id eration to
the ad minis trative bu rd en and c os ts involved :
(L is tnames offu nd s ,as s oc iated bankac c ou nts ,and the d ates the opening of
the fu nd s was approved by the GoverningB od y).

OVERALL RESPONSIBILITIES

4. The Governing B od y has approved the appointmentof ( )on (ins ert
d ate/minu te referenc e) as the Fu nd A u d itor, who is ind epend ent of the
governors and s c hools taff. This appointment was approved on (ins ert
d ate/minu te referenc e).

5. The Governing B od y has appointed ( )as Fu nd Treas u reron
(ins ertd ate/minu te referenc e), who is res pons ible forallu noffic ialfu nd s , and
s u pervis e the operation ofany s u bs id iary fu nd s maintained by othermembers
of s taff. The Fu nd Treas u reris als o res pons ible formonitoring whetherthe
fu nd s hou ld be regis tered forVA T agains tc u rrentthres hold s .

6. The Governing B od y is res pons ible formaking proper arrangements for the
ad minis tration of the s c hool’ s u noffic ialfu nd s , and has d elegated the d ay-to-
d ayad minis tration oftrans ac tions to ( ).
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7 . The head teac herwillens u re thatthe s ame s tand ard s of financ ialac c ou nting
whic h apply to inc ome and expend itu re for the s c hool’ s d elegated bu d get
(offic ialfu nd s ) are applied to thos e fu nd s thatare c ompos ed of non-pu blic
money(u noffic ialfu nd s ).

CHARITIES ACT

8 . ( ) has c ontac ted the C harity C ommis s ion on behalf of the
Governing B od y on (ins ertd ate) and , in ac c ord anc e with theirres pons e and
gu id anc e is s u ed by them on (ins ertd ate), (has /has not)regis tered the fu nd as
a c harity.

(D elete the followingifnotapplic able):
9. The Governing B od y regis tered the Fu nd s as a C harity on (ins ertd ate). The

governors willac t as the Tru s tees and be res pons ible for ens u ring the
ac c ou ntingreq u irements ofthe C harities A c ts are met.

MAINTENANCE OF ACCOUNTING RECORDS

10 . A financ ialyearhas been d etermined forthe fu nd and ru ns from (ins ertd ates
e.g.IA prilto 31M arc h)

11 . (Ins ertformate.g.manu al,c ompu teris ed ) ac c ou nting rec ord s are maintained
by( ).

1 2 . M oney hand led foru noffic ialac tivities is kepts eparately from offic ialC ou nc il
moneyand C ou nc ilmoneyis notheld in u noffic ialfu nd s .

13. The rec ord s ofalltrans ac tions are likewis e notmixed .

BANK ACCOUNTS

14. The followingare au thoris ed to s ign c heq u es d rawn agains tthe bankac c ou nt:
(ins ertnames and any limits ).

15. A llc hequ es willbe s igned by two s ignatories d rawn from the panel.

16. A llc as h balanc es and c hequ e books are s tored s ec u rely within the s c hool,
and are u nd erthe c ontrolof( ).

1 7 . Upon rec eiptof the bank s tatement, the Treas u rerwillens u re thatthe bank
rec onc iliation is u nd ertaken by ( ). This rec onc iliation willbe
d oc u mented , s igned and d ated .

1 8 . The rec onc iliation willbe reviewed by ( ), who wills ign and d ate the
rec onc iliation to evid enc e the review.
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ACTIVITIES OF THE FUND

19. Forallac tivities ru n within the s c hoolfu nd , an ind ivid u alnamed pers on c arries
res pons ibility forthatac tivity. A lis tof thos e s taff res pons ible is attac hed at
A ppend ix 1 ).(Ins ertA ppend ix 1and maintain lis tas ac tivities d evelop).

(Iflis tis s mallthe followingparagraphmay be ins erted here:

C u rrently,thes e ac tivities are:
L is tac tivities and s taffres pons ible. e.g.tu c ks hop,pu pils d onations etc .)

20 . Foralls c hooltrips organis ed within the s c hoolfu nd , a s tand ard rec eipts and
payments rec ord is maintained , an example ofwhic his given atA ppend ix 2 .

2 1 . The trip rec ord s willbe maintained by (ins ertname of trip organis er), and all
c ompleted rec ord s are pas s ed to and retained by( ).

2 2 . A llfinanc ialtrans ac tions are c ond u c ted throu gh the s c hoolfu nd s , and not
throu gh private bankac c ou nts . P rivate c heq u es are notc as hed ou tofs c hool
fu nd monies .

23. P eriod ic ally ac tivity rec ord s maintained s hou ld be reviewed by ( ), who
wills ign and d ate the review.

24. A c knowled gements are given forallinc ome rec eived in res pec tofs c hoolfu nd
ac tivities . The form ofac knowled gementvaries ac c ord ingto the ac tivity.
(lis tbelow the method ofac knowled gemente.g.
C ollec tion c ard s –pu pils ’d onations ,s c hooltripc ollec tions
S erially nu mbered d u plic ate rec eipts –ind ivid u ald onations ,c rafts ales
C as hregis tertillrec eipts –s c hooltu c ks hops ,mis c ellaneou s s ales ).

25. C opies ofanyrec eipts given willbe retained by ( ).

26. Inc ome rec eived is banked intac tand withou td ed u c tion to meetitems of
expend itu re. Ind ivid u als operating ac tivities willpas s money regu larly (Ins ert
freq u enc y e.g.weekly)to ( )forbanking.

2 7 . A ny s c hoolfu nd inc ome willbe paid into the relevantbank ac c ou ntatleas t
onc e a month.

2 8 . A llpaym ents , exc eptpetty c as hitems , are mad e by c heq u e.

29. A llpaym ents are s u pported byvou c hers /invoic es , held by( ).

30 . A llvou c hers /invoic es willbe au thoris ed priorto paymentby ( ).

31 . The c heq u e nu mberwillbe rec ord ed on allvou c hers /invoic es by( ).
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32 . A llbank s tatements , c heq u e books , c heq u e book c ou nterfoils , rec eiptbooks
paying in books , vou c hers /invoic es etc . willbe retained ( )forau d it
pu rpos es , togetherwithanyd epos itac c ou ntpas s books .

PETTY CASH

33. In ord erthats mallpayments , s u c h as pos tage, c an be mad e in c as h, a petty
c as h ac c ou ntis held . ( )willmaintain a petty c as h book, with
expend itu re s u pported by invoic es , referenc ed to the relevantentry in the
c as hbook. The petty c as hwilloperate on an impres tbas is .

34. The levelofthe petty c as himpres tis (ins ertvalu e).

35. P ayments proc es s ed throu gh petty c as h are res tric ted to ind ivid u al
trans ac tions ofno more than (ins ertvalu e)

36. B efore reimbu rs ementis mad e by the Treas u rer, the petty c as h ac c ou ntis
rec onc iled bac kto the originalad vanc e by ( ). The rec onc iliation will
inc lu d e:

C as hin hand
Vou c hers
S tamps .

37 . This rec onc iliation will be s igned and d ated . The rec onc iliation will be
reviewed by ( ). The reimbu rs ementwillbe effec ted by d rawing a
c hequ e from the u noffic ials c hoolfu nd bankac c ou nt.

38 . A llpetty vou c hers willbe retained with the other vou c hers relating to the
s c hoolfu nd .

YEAR END ACCOUNTS

39. A tthe end ofeac h financ ialyear, the Treas u rerwillprepare a s etoffinanc ial
s tatements forthe fu nd . Thes e willbe s igned and d ated in ac c ord anc e with
C harity C ommis s ion gu id anc e (s ee
https : //www. gov. u k/government/pu blic ations /c harity-ac c ou nting-templates -
rec eipts -and -payments -ac c ou nts Thes e will be s igned and d ated by the
Treas u rer, as s hown in the attac hed A ppend ix 3 taken from c irc u larH -0 0 -35.

40 . ( ) is res pons ible for forward ing the financ ials tatements and
s u pporting rec ord s to the Fu nd A u d itor. The au d itwillbe c ompleted within
three months id the end ofeac hfinanc ialyear, by an ind epend entpers on who
is notas s oc iated withfu nd in any way.

41 . The Fu nd A u d itorwillau d itthe ac c ou nts as s oon as pos s ible afterrec eiptand
s ign the au d itc ertific ate.
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412 . The Fu nd willbe au d ited by (ins ertname of q u alified ac c ou ntant) who will
provid e a c ertific ate in ac c ord anc e with pu blis hed profes s ionals tand ard s The
Fu nd A u d itor willau d itthe s c hoolfu nd u s ing the N otes of Gu id anc e forthe
A u d itof Unoffic ialand Volu ntary Fu nd s , available from B u s ines s Financ e ,
S c hools Team .
(Ins ertifapplic able)
A c opyofthis was given to the au d itoron (ins ertd ate).

42 . The Fu nd A u d itor will au d it the s c hool fu nd u s ing C harity C ommis s ion
gu id anc e and the N otes ofGu id anc e forthe A u d itofUnoffic ialand Volu ntary
Fu nd s (A ppend ix 3).

43. ( ) willpres entthe au d ited ac c ou nts , the au d itor’ s c ertific ate and
written reporton the ac c ou nts to the Governing B od y at(Ins ertthe meeting at
whic h ac c ou nts willbe pres ented e.g.A u tu mn term meeting of Governing
B od y).

444. ( )is res pons ible forforward inga c opy ofthe au d ited ac c ou nts to the
S c hoolFinanc ialA d vis er within s ix months ofthe fu nd ’ s financ ialyearend .

INSURANCE AND SECURITY

45. The C ou nc ilprovid es ins u ranc e c overforany u noffic ialand volu ntary money
u p to £ 2 , 0 0 0 and iItis the res pons ibility of ( )to make appropriate
arrangements to c overany ad d itionalins u rable ris k.

46. C as hheld s hou ld be keptto a minimu m and banked regu larly.

47 . W here large s u ms are antic ipated (e. g. fetes etc . ), arrangements willbe mad e
by ( )formoney to be plac ed in the nights afe fac ility at(Ins ertname of
bank).

48 . ( )is res pons ible forens u ring thatany items ofvalu e pu rc has ed from
s c hoolfu nd s are rec ord ed in the s c hoolinventory, with a referenc e to the fac t
thattheyhave been pu rc has ed from s u c hfu nd s .

INVESTMENTS

49. The Governing B od y has agreed a treas u ry m anagementpolic y on (ins ert
d ate) for the inves tmentof s u rplu s fu nd s . The d ay to d ay managementof
s u rplu s fu nd s has been d elegated to ( ).

CHANGE OF FUND TREASURER

50 . O n hand ingoverofres pons ibility foran u noffic ialfu nd by a Fu nd Treas u rerto
a s u c c es s orthe followingproc ed u re willbe followed :
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1 . The ou tgoing Treas u rer willpay into the bank allmoney in hand ,
exc eptpettyc as hand willobtain an u pto d ate banks tatement.

2 . The Treas u rerwilltotaland balanc e the c as hbookand the pettyc as h.

3. A s tatement will be c ompleted in the c as hbook (or d oc u mented
els ewhere ifa c ompu teris ed s ys tem is in u s e),d etailing the balanc e of
the fu nd , taking into ac c ou ntu npres ented c heq u es and d epos its not
yet c red ited . This s tatement s hou ld be s igned by the ou tgoing
Treas u rer, the inc omingTreas u rerand the head teac her.

RETENTION OF RECORDS

51 . ( )is res pons ible forens u ringthatallrec ord s relatingto the s c hool
fu nd are retained s ec u rely.

52 A llrec ord s relating to the s c hoolfu nd willbe retained atthe s c hoolfor a
minimu m ofthe c u rrentyearplu s s ix.
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APPENDIX 1

ACTIVITIES MANAGED THROUGH THE SCHOOL FUND

Activity Description Staff responsible
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APPENDIX 2

SCHOOL TRIP RECEIPTS AND PAYMENTS RECORD

N ame ofTrip
D ate ofTrip
N ame ofO rganis er
Es timated totalc os toftrip
Es timated pu pilnu mbers
C os tperP u pil

RECEIPTS PAYMENTS

(Inc lu d e d etails ofallinc ome rec eived ) Inc lu d e d etails ofallc os ts inc u rred s o
thatoverallc os toftripmaybe

d etermined ).
D ate A mou nt S ignatu re of

c ollec tor
D ate D etails A mou nt

Total Total

B alanc e
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APPENDIX 3

CENTRAL BEDFORDSHIRE COUNCIL

Notes of Guidance for the operation of
Unofficial and Voluntary Funds in Schools

1. Introduction

1 . 1 M os ts c hools have fu nd s from s ou rc es other than the L oc alA u thority (the
A u thority). The following notes are forthe gu id anc e ofGoverning B od ies and
s taffofs c hools operating s u c h u noffic ialfu nd s . They d o notc overthe fu nd s
of P arent– Teac her or other A s s oc iations where financ ialmanagementis
entirely in the hand s of parents , althou gh s imilar princ ipals may wellapply.
S u c h A s s oc iations s hou ld take their own ad vic e regard ing the legal
req u irements u nd erwhic htheyoperate.

1 . 2 A lthou gh u noffic ialfu nd s are nots u bjec tto offic ialc ontrolby the C ou nc il,
there is a need fors u c h ac c ou nts to be properly c ontrolled . This is in view of
the pu blic natu re ofthe money hand led , and the need forallpers ons involved
to be able to prove thattheyhave d is pens ed theirres pons ibilities c orrec tly.

2. Registration Requirements

a) Charities Act 2006

2 . 1 There is a pos s ibility thatu noffic ialfu nd s need to regis ter as C harities if
A nnu alInc ome from alls ou rc es exc eed s £ 5, 0 0 0 perannu m . Gu id anc e has
been s ou ghtfrom the C harity C ommis s ioners who c onfirm thata S c hoolFu nd
is c apable ofbeing regis tered as a c harity ifitis u s ed forc haritable pu rpos es
(whic h inc lu d es Ed u c ationalpu rpos es ). Ifthe inc ome ofthe propos ed C harity
is in exc es s of£ 5, 0 0 0 peryear, regis tration is c ompu ls ory, even ifthe people
ad minis tratingthe fu nd d o notwis hitto be a C harity.

2 . 2 The pu rpos e of u noffic ialFu nd s probably d iffers from S c hoolto S c hool. Itis
not, therefore, pos s ible to give generalad vic e on whetherornota partic u lar
S c hoolFu nd is a C harity and need s to regis ter. A c c ord ingly, S c hools are
ad vis ed to c ontac tthe c harityC ommis s ioners d irec tto obtain gu id anc e at:

The C harityC ommis s ion D irec t
P O B ox 2 11 12 2 7
L IVERP O O L B O O TL E
L 2 0 7 YX L 69 3UG

GeneralEnqu iries : 0 30 0 0 0 66 9197 0 8 45 30 0 0 21 8

https : //www. gov. u k/government/organis ations /c harity-
c ommis s ionwww. c harity-c ommis s ion. gov. u k/
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2 . 3 W here S c hools regis ter u noffic ialfu nd s with the C harity C ommis s ioners or
ac tivities inc lu d e c haritable pu rpos es , the ac c ou nting req u irements of the
C harities A c t20 11 1993 and 20 0 6 willapply. The implic ations ofthe A c tare
noted in the text below and are on the C harity C ommis s ion webs ite
(http: //www. c harity-c ommis s ion. gov. u k/). s u mmaris ed atA ppend ix A .

b) VAT

2 . 4 W here fu nd s have an annu altu rnoverin exc es s ofthe c u rrentVA T thres hold ;
they may need to regis ter for VA T pu rpos es . The Tec hnic aland P rojec t
Financ e Team within Financ ialS trategy have pu blis hed a VA T Gu id e . If a
s c hoolfeels thatitmay need to regis tera fu nd forVA T, its hou ld , in the firs t
ins tanc e, s eek ad vic e from one of the VA T O ffic ers . VA T inc u rred by the
s c hool will be rec laimed on a monthly bas is by s u bmitting a VA T
Reimbu rs ementC laim to the VA T O ffic er.

3. Administration

3. 1 The Governing B od y is res pons ible formaking proper arrangements for the
ad minis tration ofthe s c hool’ s u noffic ialfu nd s . They s hou ld d elegate the d ay-
to-d ay ad minis tration of trans ac tions to appropriate members of s taff, e. g.
H ead teac her/D epu ty/S ec retary. H owever, ifthey have regis tered the Fu nd as
a C harity, the Governors willac tas the Tru s tees and be res pons ible for
ens u ring the A c c ou nting req u irements of the C harities A c t20 11 1993 and
20 0 6 are met.

3. 2 The Governors s hou ld d etermine a financ ial year for eac h fu nd . It is
rec ommend ed thatthis s hou ld be 1 s tS eptemberto 31 s tA u gu s tora partyear
to 31 s tA u gu s tfornewly es tablis hed fu nd s .

3. 3 The Governing B od y s hou ld appointa Fu nd Treas u rer(the Treas u rer)and an
ind epend entA u d itor. W here the C harities A c t20 11 1993 and 20 0 6 applies
there c an be s pec ific au d it/examination req u irements as s pec ified on the
C harity C ommis s ion webs ite (http: //www. c harity-c ommis s ion. gov. u k/):
follows :

 A ll c harities m u s t prepare ac c ou nts and make them available on
requ es t.

 Fu nd s mu s tbe au d ited by a qu alified ac c ou ntantwho willprovid e a
c ertific ate in ac c ord anc e with pu blis hed profes s ional s tand ard s .
H owever, very s mallfu nd s may be au d ited by a s u itable ind ivid u al
familiar with the princ iples of ac c ou ntanc y rather than nec es s arily a
qu alified ac c ou ntant.

 A nnu alinc ome u pto £ 10 , 0 0 0 perannu m –no s pec ific req u irement, bu t
mu s ts tillprepare ac c ou nts and have them available on req u es t. Ifthe
c harity is regis tered and has an annu alinc ome ofles s than £ 10 , 0 0 0 , the
C ommis s ion need s to be told ifthe c harity's d etails c hange. The eas ies t
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way to d o this is by u s ingthe C harity’ s annu alretu rn form to u pd ate the
c harity's d etails on the regis terofc harities .


 A nnu alinc ome between £ 10 , 0 0 0 and £ 250 , 0 0 0 perannu m – examination

by “an ind epend entpers on who is reas onably believed by the Tru s tees to
have the req u is ite ability and prac tic alexperienc e to c arry ou ta c ompetent
examination ofthe ac c ou nts ”.

 A nnu alinc ome above £ 250 , 0 0 0 per annu m –profes s ionalau d itby an
ind epend entexaminermu s tbe a memberofa profes s ionalbod ynamed in
the C harities A c t20 11 .

 W here inc ome exc eed s £ 50 0 , 0 0 0 the ac c ou nts m u s tbe au d ited by a
s tatu toryau d itor

A s u mmary of the C harity C ommis s ion s c ru tiny and filing thres hold s for
C harities with financ ialyears end ing on or after 1 A pril20 0 9 appears at
A ppend ix D .

3. 4 Even if the C harities A c td oes notapply, itis rec ommend ed thats imilar
princ ipals s hou ld apply and the A u d itor s hou ld be ind epend ent of the
Governors and s c hools taff.

3. 5 The Treas u rers hou ld open a bankac c ou ntin the name ofthe fu nd ata loc al
bank, and make arrangements for c heq u es to be s igned by atleas ttwo or
three or more au thoris ed pers ons , one of whom s hou ld be the Treas u rer.
C heq u es s hou ld neverbe pre-s igned .

3. 6 The Treas u rers hou ld be res pons ible forallu noffic ialfu nd s , and s u pervis e the
operation ofanys u bs id iaryfu nd s maintained byothermembers ofs taff.

4. Accounting Records

4. 1 The Treas u rer s hou ld maintain financ ialrec ord s in ac c ord anc e with thes e
notes , and fu nd s regis tered u nd erthe C harities A c t20 111993 and 2 0 0 6 mu s t
als o meetthe C harity c ommis s ion’ s req u irements . The latterhave is s u ed a
S tatement of Rec ommend P rac tis e (S O RP ) with the approval of the
A c c ou nting S tand ard s B oard s and this is available, free of c harge from the
C ommis s ion. Itd efines the ac c ou ntings tand ard s thatmu s tbe obs erved .

4. 2 The S O RP requ ires thatthe Treas u rermu s tprepare an A nnu alReportannu al
S tatementofFinanc ialA c tivity (S O FA ). A n example is given atA ppend ix A B .
This u s es the Rec eipts and P ayments bas is thatmay be c hos en by fu nd s with
an inc ome u nd er£ 250 10 0 K perannu m . A llfu nd s witha tu rnoverin exc es s of
£ 250 1 0 0 K perannu m mu s tu s e an A c c ru als bas is (Inc ome and Expend itu re).
Fu nd s below this levelmayvolu ntarilyc hoos e to ad optan A c c ru als bas is .

4. 3 The Treas u rers hou ld pres entthe A nnu alReportS O FA forau d itwith allthe
s u pportingd oc u ments as s oon as pos s ible afterthe end ofthe financ ialyear.
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4. 4 A tthe firs tmeeting ofthe Governing B od y afterthe end ofthe Financ ialYear,
the Treas u rers hou ld pres enta c opy of the au d ited A nnu alReportS O FA for
approval. A c opy s hou ld als o be mad e available for ins pec tion by all
members of s taff within the s c hool. A s imple annu alretu rn mu s tbe s entto
the C harity C ommis s ioners in relation to regis tered fu nd s , whic h have a
tu rnoverofu nd er£ 10 K. Fu llannu alretu rns are req u ired forlargerfu nd s .

4. 5 M oney hand led foru noffic ialac tivities s hou ld be kepts eparately from offic ial
C entralB ed ford s hire C ou nc il(C B C )money and C B C ou nc ilmoney s hou ld not
be held in u noffic ialfu nd s .

5. Annual Report

5. 1 C harities with an inc ome of£ 10 , 0 0 0 orles s in the reporting period are as ked
to c omplete an A nnu alu pd ate. A lthou gh notreq u ired to c omplete an A nnu al
Retu rn, s mallc harities are as ked to c omplete the A nnu alUpd ate as a good
way ofmeetingtheirlegalobligation to u pd ate theirRegis terd etails .

5. 2 S c hoolfu nd s regis tered as C harities with a tu rnoverexc eed ing £ 10 , 0 0 0 per
annu m mu s tprod u c e an A nnu alReportand forward this to the C ommis s ion
with the S O FA and au d itC ertific ate within 10 months of the end of the
Financ ialYear. The reports hou ld c ontain:

 A c onc is e bu tc omprehens ive review ofac tivities eac hyear
 A review ofthe trans ac tions and financ ialpos ition ofthe c harity
 The s alientfeatu res ofthe ac c ou nts
 Information regard ing ongoing items of expend itu re, projec ts not yet

c ompleted and obligations notyetmet.

5. 3 S mallerC harities may prod u c e a s implerform of reportand the c ommis s ion
mayreq u ire thes e to be mad e available on req u es t.

5. 4 S c hools s hou ld always c ons u lt the C harities C ommis s ion’ s webs ite
http: //www. c harity-c ommis s ion. gov. u k for the lates t req u irements of the
C ommis s ion.

6. Income and Expenditure

6. 1 A s faras prac tic able, the Treas u rers hou ld notru n s u bs id iary ac tivities s u c h
as s c hoolvis its and tu c k s hops . S taff involved in s u c h ac tivities s hou ld
maintain s imple bu tc omplete rec ord s s u c h as thos e d es c ribed above. They
s hou ld pas s alltakings to the Treas u rerforbanking (obtaining a rec eipt), and
pas s allinvoic es (d u ly c ertified as c orrec t)to the Treas u rerforpayment.

6. 2 A llfinanc ialtrans ac tions s hou ld be c ond u c ted throu gh the s c hoolfu nd s , and
notthrou ghprivate bankac c ou nts . P rivate c hequ es s hou ld notbe c as hed ou t
ofs c hoolfu nd monies .
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6. 3 A llinc ome rec eived s hou ld be ac knowled ged by the is s u e of an appropriate
rec eipt. Unoffic ials c hoolfu nd s willrec eive inc ome from a variety ofs ou rc es ,
and d ifferentproc ed u res forrec ord ing thes e trans ac tions willbe appropriate,
inc lu d ing:

 C ollec tion c ard s –pu pils ’ d onations , s c hooltripc ollec tions .
 S erially nu mbered d u plic ate rec eipts –ind ivid u ald onations , c rafts ales .
 C as hregis tertillrec eipts –s c hooltu c ks hops , mis c ellaneou s s ales .

6. 4 Inc ome rec eived s hou ld be banked intac tand withou td ed u c tion to meetitems
ofexpend itu re. This may notalways be pos s ible in s mallers c hools , bu tin all
c as es the ac c ou nts s hou ld rec ord the fu lltrans ac tion (i. e. rec eipts in fu ll, and
payments in fu ll). Figu res s hou ld notmerely be s u mmaris ed to s how a
res id u e.

6. 5 A llpaym ents , exc eptpetty c as hitems , s hou ld be mad e by c heq u e .

6. 6 In ord er thats mallpayments , s u c h as pos tage, c an be paid in c as h, the
Treas u rer s hou ld open a petty c as h ac c ou ntby d rawing a c hequ e for c as h
from the main S c hoolFu nd . H e/s he s hou ld maintain a petty c as h book, with
expend itu re s u pported by invoic es , referenc ed to the relevantentry in the
c as h book. Itis s u gges ted thatthe petty c as h s hou ld operate on an “impres t”
bas is . This means thatthe S c hoolFu nd reimbu rs es expend itu re inc u rred
from time to time to maintain the P etty C as h floatata pred etermined fixed
s u m .

7. Records

7 . 1 The Treas u rer s hou ld maintain a c as h book with s u ffic ientru led c olu mns to
analys e allrec eipts and payments . A n example is given atA ppend ix B C .

7 . 2 The Treas u rer s hou ld retain allrec ord s of inc ome and expend itu re, B ank
s tatements , paid c hequ es , c hequ e book c ou nterfoils and paying in books for
au d it, togetherwithany d epos itac c ou ntpas s books , etc .

7 . 3 A tthe end ofeac h financ ialyearthe Treas u rers hou ld prepare ac c ou nts , and
forward them to the fu nd A u d itor(s )togetherwithallrelevantrec ord s .

7 . 4 Ifappropriate, the A nnu alReportand ac c ou nts s hou ld be s entto the C harity
c ommis s ion within 10 months ofthe yearend .

8. Insurance and Security

8 . 1 A llmaterials , good s and property pu rc has ed by a s c hoolfor u s e on its
premis es willbec ome the property of the A u thority. The A u thority willins u re
thes e on the s ame bas is as otheritems u s ed in the s c hool. Itwillnormally be
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pos s ible to rec overthe VA T payable in res pec tofthem , provid ed thatthe item
is ord ered throu gh the A u thority for the netc os tof the item . A n ord er c an
then be plac ed in the u s u alway and the A u thorityis able to rec overthe VA T.

8 . 2 The A u thority c u rrently ins u res u noffic ialfu nd s held in a s afe on s c hool
premis es to the valu e of£ 2 0 0 0 (with an exc es s of£ 50 ). The Treas u rers hou ld
make arrangements to c overanyins u rable ris kin exc es s ofthes e amou nts .

8 . 3 C as hheld s hou ld be keptto a minimu m , and banked regu larly.

8 . 4 Items of valu e pu rc has e from u noffic ialfu nd s for the s c hool s hou ld be
rec ord ed in the s c hoolinventory, with referenc e to the fac tthatthey were
pu rc has ed from s u c hfu nd s .

9. Investments

9. 1 GoverningB od ies s hou ld agree a polic yforthe inves tmentofs u rplu s fu nd s .
They s hou ld inves tthes e in ac c ord anc e witha pru d entlow ris kpolic y, and
mu s tobs erve the req u irements ofthe Tru s tees Inves tmentA c t1961 . The u s e
ofB ankand bu ild ingS oc ietyD epos itA c c ou nts wou ld normally be appropriate
ford ay-to-d aymanagement. S u ms thatwillbe inves ted fora longerterm
need c arefu lc ons id eration.

10. Change of Fund Treasurer

10 . 1 The following proc ed u re s hou ld be ad opted on the hand ing over of an
u noffic ialfu nd from one Treas u rerto a s u c c es s or.

(a) A llmonies s hou ld be paid to bank, exc eptforpetty c as h, and a bank
s tatementobtained .

(b) C as hand pettyc as hbooks s hou ld be balanc ed .

(c ) A s tatement s hou ld be c ompleted in the c as h book, d etailing the
balanc e of the fu nd , taking into ac c ou ntu n-pres ented c heq u es and
d epos its as yetnotc red ited . This s tatements hou ld be s igned by the
ou tgoingTreas u re, the inc omingTreas u rerand the H ead teac her.

(d ) The inc oming Treas u rer s hou ld arrange for the bank to rec ognis e
his /her s ignatu re in plac e of the ou tgoing Treas u rer and an exis ting
s ignatorys hou ld au thoris e this .

11. Audit

11 . 1 The au d itors hou ld c omplete an ind epend entexamination of the s c hoolfu nd
ac c ou nts . H e/s he s hou ld c hec k the financ ialrec ord s of the fu nd to ens u re
that the entries for inc ome and expend itu re are s u pported be ad eq u ate
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d oc u mentation, with rec eipts and invoic es as appropriate. The A u d itors hou ld
look for u nu s u alitems and q u es tion the valid ity of entries , and s hou ld als o
thinkofpos s ible areas ofinc ome thatmayhave been omitted .

1 1 . 2 The A u d itor s hou ld only s ign the Ind epend entExaminer’ s Reporton the
A c c ou nts (an example c opy of whic h c an be fou ng on the C harity
C ommis s ion webs ite and is given in A ppend ix C D )when he/s he is s atis fied
with the explanations given and thatthe rec ord s are c orrec t. A ny d ou btor
c ons tru c tive c omments hou ld be c learlys hown on the c ertific ate. Gu id anc e for
ind epend entexaminers is given by the C harity C ommis s ion on its webs ite
www. c harity-c ommis s ion. gov. u k

11 . 3 In ad d ition to the formalau d itarrangements , if the H ead teac her is notthe
Treas u rer, he/s he s hou ld exam ine the books , bank s tatements and other
rec ord s atappropriate intervals throu ghou tthe year.

1 1 . 4 The C hiefFinanc e O ffic erD irec torofC orporate Res ou rc es willas ks c hools to
forward a c opy of the annu alA u d itC ertific ate to him (via S c hools Financ e
team) to ens u re that all fu nd s are s u bjec t to proper ac c ou nting and
ind epend entau d itarrangements . This is forthe protec tion of governors and
s taff.

1 1 . 5 S taffofthe C entralB ed ford s hire C ou nc il’ s InternalA u d itand Ris k S ec tion
mayexamine the ac c ou nts relatingto volu ntaryfu nd s atthe req u es tofthe
H ead teac her, anotheroffic erofthe fu nd , the fu nd A u d itororthe s c hool
Governors . S u c han examination maytake plac e where the A u d itand Ris k
M anagementand the D irec torofC hild ren Families and L earningfeelthat
there is a pos s ibilityoffrau d ormalprac tic e. Theymayals o as kifthe
Treas u rerhas pres ented a s tatementofac c ou nts to the Governors and where
appropriate, s enta c opy to the C harityC ommis s ioners .

12. Other Sources of Information

12 . 1 The main s ou rc e of information willbe The C harity C ommis s ion, d etails of
whic hare given ats ec tion 2 ofthis append ix.

1 2 . 2 A N A H T C ou nc ilM emorand u m is s u ed in O c tober1991 entitled ‘ M anagement,
A u d itand A c c ou nting arrangements for N on-O ffic ialM onies ’ gives fu rther
d etailed gu id anc e.

1 2 . 23 W here the C harities A c t20 11 1993 applies to fu nd s , the requ irements of the
c harities (A c c ou nts and Reports ) Regu lations 2 0 0 8 (S . I. 1 995 N o 2 7 24)
is s u ed by the H ome O ffic e, and the S O RP is s u ed by the C harity
C ommis s ioners mu s tbe obs erved .

1 2 . 4 M os t fu nd rais ing for S c hoolFu nd s s hou ld be exempt from Inc ome Tax,
however there are s ome potentialproblem areas . D etails on c harity trad ing
c an be obtained from the H M Revenu e & C u s toms Inland Revenu e (Tel: 0 30 0
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123 10 7 3 0 151 47 2 60 43/60 46) or on the H M Revenu e & C u s toms Inland
Revenu e webs ite.
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APPENDIX A
Trustees' Annual Report for the period

From

P eriod s tartd ate

To

P eriod end d ate
D ay M onth Year D ay M onth Year

S ec tion A Referenc e and ad minis tration d etails

Charity name

Other names charity is known by

Registered charity number (if any)

Charity's principal address

Postcode

Names of the charity trustees who manage the charity

Trustee name Office (if any)
Dates acted if not for
whole year

Name of person (or
body) entitled to appoint
trustee (if any)

1
2
3
4
5
6
7
8
9
1 0
1 1
1 2
13
14
15
16
1 7
1 8
19

Names of the trustees for the charity, if any, (for example, any custodian trustees)

Name Dates acted if not for whole year
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Names and addresses of advisers (Optional information)
Type of adviser Name Address

Name of chief executive or names of senior staff members (Optional information)

Section B Structure, governance and management

Description of the charity’s trusts
Type ofgoverningd oc u ment
(e. g. tru s td eed , c ons titu tion)
How the charity is
constituted
(e.g. trust, association,
company)
Tru s tee s elec tion method s
(e. g. appointed by, elec ted by)

Additional governance issues (Optional information)
You may choose to inc lu d e
ad d itionalinformation, where
relevant, abou t:

 polic ies and proc ed u res
ad opted forthe
ind u c tion and trainingof
tru s tees ;

 the c harity’ s
organis ationals tru c tu re
and any wid ernetwork
with whic hthe c harity
works ;

 relations hipwithany
related parties ;

 tru s tees ’ c ons id eration
ofmajorris ks and the
s ys tem and proc ed u res
to manage them .

Section C Objectives and activities

Summary of the objects of
the charity set out in its
governing document
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Summary of the main
activities undertaken for
the public benefit in
relation to these objects
(include within this section
the statutory declaration
that trustees have had
regard to the guidance
issued by the Charity
Commission on public
benefit)

Additional details of objectives and activities (Optional information)

You may choose to inc lu d e
fu rthers tatements , where
relevant, abou t:

 polic yon grantmaking;
 polic y programme

related inves tment;
 c ontribu tion mad e by

volu nteers .

S ec tion D A c hievements and performanc e
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S ec tion D A c hievements and performanc e

Summary of the main
achievements of the charity
during the year
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Section E Financial review

Brief statement of the
charity’s policy on reserves

Details of any funds
materially in deficit

Further financial review details (Optional information)

You may choose to inc lu d e
ad d itionalinformation, where
relevantabou t:
 the c harity’ s princ ipal

s ou rc es offu nd s
(inc lu d ingany
fu nd rais ing);

 how expend itu re has
s u pported the key
objec tives ofthe c harity;

 inves tmentpolic yand
objec tives inc lu d ingany
ethic alinves tmentpolic y
ad opted .

Section F Other optional information

Section G Declaration

The trustees declare that they have approved the trustees’ report above.

Signed on behalf of the charity’s trustees
Signature(s)
Full name(s)
Position (e.g. Secretary,
Chair, etc)

Date
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Section A Receipts and payments
Unrestricted

funds
Restricted

funds
Endowment

funds
Total funds Last year

to the nearest £ to the nearest £ to the nearest £ to the nearest £ to the nearest £

A1 Receipts
- - - - -

- - - - -

- - - - -

- - - - -

- - - - -

- - - - -

- - - - -

- - - - -

Sub total(Gros s inc ome for
A R)

- - - - -

A2 Asset and investment sales,
(see table).

- - - -

- - - - -

Sub total - - - - -

Total receipts - - - - -

A3 Payments
- - - - -

- - - - -

- - - - -

- - - - -

- - - - -

- - - - -

- - - - -

- - - - -

- - - - -

Sub total - - - - -

A4 Asset and investment

purchases, (see table)

- - - -

- - - -

Sub total - - - - -

Total payments - - - - -

Net of receipts/(payments) - - - - -

A5 Transfers between funds - - - - -

A6 Cash funds last year end - - - - -

Cash funds this year end - - - - -

No (if any)Charity Name

Receipts and payments accounts
P eriod s tartd ate P eriod end d ate

To
For the period

from

CC16a



1 15 30 /0 6/20 16C entralB ed ford s hire C ou nc il20 151

Section B Statement of assets and liabilities at the end of the period

Categories
Unrestricted

funds
Restricted

funds
Endowment

funds
to nearest £ to nearest £ to nearest £

- - -

- - -

- - -

- - -

O K O K O K

Unrestricted
funds

Restricted
funds

Endowment
funds

to nearest £ to nearest £ to nearest £

- - -

- - -

- - -

- - -

- - -

- - -

Fund to which

asset belongs
Cost (optional)

Current value

(optional)
- -

- -

- -

- -

- -

Fund to which
asset belongs

Cost (optional)
Current value

(optional)

- -

- -

- -

- -

- -

- -

- -

- -

- -

Fund to which

liability relates

Amount due

(optional)

When due

(optional)
-

-

-

-

-

S igned byone ortwo tru s tees on
behalfofallthe tru s tees

Date of
approval

B5 Liabilities

B3 Investment assets
Details

B2 Other monetary assets

Details

Total cash funds

(agree balanc es with re c eipts and payments

ac c ou nt(s))

B4 Assets retained for the
charity’s own use

B1 Cash funds

Details

Details

Details

P rintN ameS ignatu re
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APPENDIX A

SUMMARY OF ACCOUNTING AND AUDIT REQUIREMENTS
UNDER CHARITIES ACT 1993

TURNOVER

£ 0 -£ 999. 0 0 Inc ome
peryearwithou t

permanent
end owmentoru s e

ofland

£ 1 , 0 0 0 -£ 9, 0 0 0
inc ome or

expend itu re per
year-withou t
permanent

end owments , or
u s e ofland

£ 10 , 0 0 0 -£ 99, 999
inc ome peryear

£ 10 0 , 0 0 0 -
£ 249, 0 0 0 inc ome
orexpend itu re per

year

£ 250 , 0 0 0 +
inc ome or

expend itu re per
year

N EED N O T
REGIS TER

M US T REGIS TER W ITH C H A RITY C O M M IS S IO N

A C C O UN TIN G REC O RD S M US T B E KEP T A N D M A D E A VA IL A B L E TO P UB L IC

REC EIP TS A N D P A YM EN TS B A S IS O F A C C O UN TS M A Y
B E C H O S EN

M US T P REP A RE A C C O UN TS O N
A C C RUA L S B A S IS

N O EXTERN A L S C RUTIN Y
A UTO M A TIC A L L Y REQ UIRED

‘ IN D E P EN D EN T EXA M IN A TIO N ’ M A Y
B E C H O S EN

A UD IT B Y
REGIS TERED

A UD ITO R

N O REP O RT
REQ UIRED

(Unles s regis tered )

S IM P L E A N N UA L REP O RT M US T B E
P REP A RED

FUL L A N N UA L REP O RT M US T B E
P RE P A RED

N O RETURN S
REQ UIRED

(Unles s regis tered )

S IM P L E A N N UA L
RETURN M US T

B E S EN T

A C C O UN TS , A N N UA L REP O RT A N D A N N UA L RETURN
M US T B E S EN T TO TH E C O M M IS S IO N W ITH IN 10

M O N TH S
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APPENDIX B

XXXXX SCHOOL FUND

Receipts and Payments Account – year to 31st August 20XX

RECEIPTS

Income Receipts £ p £ p £ p
From Volu ntaryS ou rc es

D onations and c ontribu tions rec eived 110 . 0 0
Fu nd rais ingac tivities

-c onc ert 8 2 7 . 56
-S c hoolFete 354. 50
-O ther 2 7 5. 47 1457 . 53

From A s s ets :
B ankInteres t 7 1 . 50

From c haritable trad ing
Ed u c ationalVis its 1345. 56
S ale ofC lothing 38 6. 61
S ale ofrec ord ers 57 . 65
Tu c kS hop 498 . 54
S tationerys hop 156. 48
M is c ellaneou s inc ome 1 8 . 54

Total Receipts £4102.41

PAYMENTS

Charitable Activity Direct Expenditure
D onations and s u bs c riptions 7 5. 0 0
P u rc has e of-s c hooleq u ipment

B ooks 195. 7 5
C ompu ters 599. 50
Vid eos and tapes 56. 45
P rizes and trophies 12 . 36 8 64. 0 6

Other Expenditure
Fu nd rais ingac tivities

C onc ert 396. 8 1
S c hoolFete 110 . 0 5
O ther 132 . 19 539. 0 5

Charitable Trading
Ed u c ationalVis its 1345. 56
P u rc has e ofc lothing 38 0 . 54
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P u rc has e ofrec ord ers 53. 30
Tu c ks hoppu rc has es 456. 23
S tationerys hoppu rc has es 149. 8 7

H os pitality 5. 67
M is c ellaneou s payments 24. 91
B ankC ommis s ion 2 . 36
Ind epend entExaminer’ s fee 10 0 . 0 0

Total Payments £3996.55

NET RECEIPTS FOR YEAR 105.86

Bank Deposit and Current A/c plus cash at 31 / 8 / 20XX 2634.17

Bank Deposit and Current A/c plus cash at 31 / 8 / 20XX £2740.03
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APPENDIX BC

SUGGESTED FORMAT OF A CASH BOOK

RECEIPTS

Date
20XX

Name Voucher
No.

Tuck
Shop
£ p

School
Concerts

£ p

School
Fete
£ p

School
Visits

£ p

Total
£ p

Cash Banked
(Contra)

£ p

Ju ne
0 7

M is s B ru c e S ales w/e
4/6/20 XX

(a)
5. 2 8 5. 2 8

8 M rS c ott–S tA lbans trip 24 4. 50 4. 50
9 M is s B ell–c onc ert 25 1 7 . 50 1 7 . 50

10 M rD rake Fete 12/6 26 37 2 . 47 37 2 . 47
C as h B anked 399. 7 5

PAYMENTS

Date
20XX

Name Voucher
No.

Tuck
Shop
£ p

School
Visits

£ p

School
Fete
£ p

School
Concerts

£ p

Total
£ p

Cash
Banked
(Contra)

£ p

Cash Banked
(Contra)

£ p

Ju ne
0 1

B alanc e B /f 63. 1 8

7
S mithand

Jones -Tu c k
7 1 3. 48 3. 48 59. 7 0

1 0 B aileys c oac hes 7 2 15. 0 0 15. 0 0 44. 7 0
14 C as hB anked

(b)
c 399. 7 5 444. 45

1 7 EveningP os t–
Fete ad vert

7 3 47 . 25 47 . 25 397 . 2 0

1 7 Eves
N ews agent–
D raw Tic kets

7 4 1 . 50 1 . 50 395. 7 0

1 7 W oolworth–
Fete s u pplies

7 5 25. 2 7 25. 2 7 37 0 . 43

1 7 P etty C as h
Reimbu rs ement

7 6 1 . 7 0 2 . 47 4. 1 7 366. 26

1 7 Trans ferto
D epos itA c c ou nt

20 0 . 0 0 166. 26

NOTES:
(a) The vou c hernu mbers q u oted in the rec eipts s ec tion wou ld relate to the nu mberofthe rec eipt

u s ed . In the c as e ofregu larrec eipts (e. g. tu c ks hop)a s imple rec ord oftakings s hou ld be
maintained . The Treas u rers hou ld s ign this when c as his paid overand no rec eiptneed then
be is s u ed .

(b) The c as hbanked figu re is s hown witha ‘ c ’ in the vou c herc olu mn. This s ignifies a “c ontra”
entry and means thateac hentry in the Rec eipts partofthe c as hbookis balanc ed by an
id entic alentry in the P ayments part.

(c ) Itis s u gges ted thatthe las tc olu mn ofthe payments partofthe books hou ld be u s ed to rec ord
the ru nningtotalofc as hin the bankac c ou nt. This s hou ld regu larly be rec onc iled to the bank
s tatement.
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APPENDIX D

XXXXX SCHOOL FUND

STATEMENT OF ASSETS AND LIABILITIES AT 31ST AUGUST 20XX

M O N ETA RY A S S ETS £ p

C as hin hand 15. 47

B ankc u rrentac c ou nt 224. 56

B ankd epos itac c ou nt 250 0 . 0 0

Total Assets £2740.03

AUDITORS REPORT

Ihave examined the books , vou c hers and d oc u ments relatingto the u noffic ial
fu nd s held atthe s c hool. In myview the above ac c ou ntprovid es a tru e and fair
view ofthe financ ialaffairs ofthe fu nd forthe yearend ed 31 s tA u gu s t20 XX and
the balanc es in hand atthe d ate, ac c ord ingto the information and explanations
given to me.

H on A u d itor: (s igned ) JS m ith H on Treas u rer: (s igned )A Jones
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APPENDIX C

Independent examiner's report on the accounts

Section A Independent Examiner’s Report

Report to the
trustees/ members

of

Charity Name

On accounts for the
year ended

Charit
y no
(if

any)

Set out on pages
(remember to include the page numbers of additional sheets)

Respective
responsibilities of

trustees and
examiner

The charity's trustees are responsible for the preparation of
the accounts. The charity’s trustees consider that an audit is
not required for this year under section 144 of the Charities
Act 2011 (the Charities Act) and that an independent
examination is needed.
It is my responsibility to:

 examine the accounts under section 145 of the Charities Act,
 to follow the procedures laid down in the general Directions

given by the Charity Commission (under section 145(5)(b) of
the Charities Act, and

 to state whether particular matters have come to my
attention.

Basis of
independent

examiner’s
statement

My examination was carried out in accordance with general
Directions given by the Charity Commission. An examination
includes a review of the accounting records kept by the
charity and a comparison of the accounts presented with
those records. It also includes consideration of any unusual
items or disclosures in the accounts, and seeking
explanations from the trustees concerning any such matters.
The procedures undertaken do not provide all the evidence
that would be required in an audit, and consequently no
opinion is given as to whether the accounts present a ‘true
and fair’ view and the report is limited to those matters set out
in the statement below.

Independent
examiner's

In connection with my examination, no matter has come to my
attention (other than that disclosed below *)

Formatted: Right

Formatted: Right

Formatted: Right

Formatted: Left

Formatted: Right

Formatted: Left

Formatted: Right

Formatted: Left
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statement 1. which gives me reasonable cause to believe that in, any
material respect, the requirements:

 to keep accounting records in accordance with section 130 of
the Charities Act; and

 to prepare accounts which accord with the accounting
records and comply with the accounting requirements of the
Charities Act
have not been met; or

2. to which, in my opinion, attention should be drawn in order to
enable a proper understanding of the accounts to be reached.

* Please delete the words in the brackets if they do not apply.

Signed: Date:

Name:

Relevant
professional

qualification(s) or
body (if any):

Address:

Section B Disclosure
Only complete if the examiner needs to highlight material

problems.

Formatted: Right
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Give here brief
details of any items
that the examiner

wishes to disclose.
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APPENDIX D

Charities with financial years ending on or after 1 April 2009

Type Income level Accounts External Scrutiny* Trustees’
annual
report

Information to be
sent to
Commission

Non-company
charities

Gros s inc ome is
£ 25, 0 0 0 orles s
(£ 10 , 0 0 0 orles s
forthe
requ irementfor
information to be
s entto the
C ommis s ion)

Rec eipts and
payments or
ac c ru als
ac c ou nts in
ac c ord anc e with
S O RP and 20 0 8
Regu lations

N o req u irement
(u nles s req u ired by
Governing
D oc u ment)

O nly if
regis tered
mu s ta report
be prepared
bu titmay be
s implified

A nnu alInformation
Retu rn only. (This is
a req u irementif
inc ome is £ 1 0 , 0 0 0
orles s )

Gros s inc ome
exc eed s £ 25, 0 0 0
bu td oes not
exc eed £ 250 , 0 0 0

Rec eipts and
payments or
ac c ru als
ac c ou nts in
ac c ord anc e with
S O RP and 20 0 8
Regu lations

A c c ou nts mu s t
have ou ts id e
s c ru tiny bu t
tru s tees may
c hoos e
ind epend ent
examination or
au d itby a
regis tered au d itor,
u nles s the
governing
d oc u ments tipu lates
one orthe other

M u s tbe
prepared bu t
may be
s implified

A nnu alRetu rn
(u s u allyonline bu t
paperform may be
req u es ted ).
A nnu alReportand
A c c ou nts mu s tbe
s entto u s within 10
months offinanc ial
yearend

Gros s inc ome
exc eed s £ 250 , 0 0 0
bu td oes not
exc eed £ 50 0 , 0 0 0
and where gros s
inc ome exc eed s
£ 250 , 0 0 0 , the
c harity’ s gros s
as s ets d o not
exc eed
£ 3, 260 , 0 0 0

A c c ru als bas is in
ac c ord anc e with
S O RP and 20 0 8
Regu lations .

A c c ou nts mu s t
have ou ts id e
s c ru tiny bu t
tru s tees may
c hoos e
ind epend ent
examination or
au d itby a
regis tered au d itor,
u nles s the
governing
d oc u ments tipu lates
one orthe other.
Ifind epend ent
examination is
c hos en and gros s
inc ome exc eed s
£ 250 , 0 0 0 then
ind epend ent
examinermu s t
belongto a bod y
s pec ified in the
1993 A c t

A fu llA nnu al
Reportmu s t
be prepared

A nnu alRetu rn
(u s u allyonline bu t
paperform may be
req u es ted ).
A nnu alReportand
A c c ou nts mu s tbe
s entto u s within 10
months offinanc ial
yearend
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Type Income level Accounts External Scrutiny* Trustees’
annual
report

Information to be
sent to
Commission

Non-company
charities

Gros s inc ome
exc eed s £ 50 0 , 0 0 0
or gros s inc ome
exc eed s £ 250 , 0 0 0
and gros s as s ets
exc eed
£ 3, 260 , 0 0 0

A c c ru als bas is in
ac c ord anc e with
S O RP and 20 0 8
Regu lations

S tatu tory au d it
c arried ou tby a
regis tered au d itor

A fu llA nnu al
Reportmu s t
be prepared

A nnu alRetu rn.
A nnu alReportand
A c c ou nts mu s tbe
s entto u s within 10
months offinanc ial
yearend .
C harities witha
gros s inc ome
exc eed ing
£ 1 , 0 0 0 , 0 0 0 mu s t
als o c omplete a
S u mmary
Information Retu rn

W here the c harity
has either
c haritable ornon-
c haritable
s u bs id iaries and
the inc ome ofthe
grou pexc eed s
£ 50 0 , 0 0 0

A c c ru als bas is in
ac c ord anc e with
S O RP and 20 0 8
Regu lations

S tatu tory au d it
c arried ou tby a
regis tered au d itor

A c c ru als
bas ed on
S O RP

The parentc harity
c ompletes the
A nnu alRetu rn and
S u mmary
Information Retu rn
on a grou pbas is
A nnu alReportand
A c c ou nts mu s tbe
s entto u s within 10
months offinanc ial
yearend
C harities grou ps
witha gros s inc ome
exc eed ing
£ 1 , 0 0 0 , 0 0 0 mu s t
als o c omplete a
S u mmary
Information Retu rn

The Regu lations referred to are the C harities (A c c ou nts and Reports )Regu lations 20 0 8 N o 629
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Type Income level Accounts External Scrutiny* Trustees’
annual
report

Information to be
sent to
Commission

Charitable
Companies

M u s tprepare d irec tors ’ reportand ac c ou nts u nd erthe C ompanies A c ts and file thes e
atC ompanies H ou s e

M u s tc omply withA nnu alReportrequ irements s etou tin 20 0 8 Regu lations . In prac tic e,
the d irec tors ’ reportis expand ed to inc lu d e information requ ired in the A nnu al
Report

O u rA nnu alretu rn req u irements are as fornon-c ompanies withan A nnu alInformation
Retu rn where gros s inc ome ortotalexpend itu re is £ 10 , 0 0 0 orles s .

Gros s inc ome is
£ 25, 0 0 0 orles s

A c c ru als
ac c ou nts in
ac c ord anc e with
S O RP

N o req u irement
u nles s governing
d oc u ments
s tipu lates it

M u s tbe
prepared bu t
may be
s implified or
s u itably
mod ified
d irec tors ’
report.

A nnu alInformation
Retu rn (ifinc ome is
£ 1 0 , 0 0 0 orles s ).

Gros s inc ome
exc eed s £ 25, 0 0 0
bu td oes not
exc eed £ 50 0 , 0 0 0
and where gros s
inc ome exc eed s
£ 250 , 0 0 0 , the
c harity’ s gros s
as s ets d o not
exc eed
£ 3, 260 , 0 0 0

A c c ru als
ac c ou nts in
ac c ord anc e with
S O RP

M ay have
ind epend ent
examination or
au d it, u nles s
A rtic les of
A s s oc iation
s tipu late an au d it

A nnu al
Report(whic h
may be
s implified if
gros s inc ome
d oes not
exc eed
£ 50 0 , 0 0 0 )or
s u itably
mod ified
d irec tors ’
report

A nnu alRetu rn.
A nnu alReportand
A c c ou nts mu s tbe
s entto u s within 10
months offinanc ial
yearend

Gros s inc ome
exc eed s £ 50 0 , 0 0 0
or gros s as s ets
exc eed £ 3, 260 , 0 0 0
and gros s inc ome
exc eed s £ 250 , 0 0 0

A c c ru als
ac c ou nts in
ac c ord anc e with
S O RP

S tatu tory au d it
c arried ou tby a
regis tered au d itor

Fu llA nnu al
Report(whic h
may be a
s u itably
mod ified
d irec tors ’
report)

A nnu alRetu rn.
A nnu alReportand
A c c ou nts mu s tbe
s entto u s within 10
months offinanc ial
yearend
C harities witha
gros s inc ome
exc eed ing
£ 1 , 0 0 0 , 0 0 0 mu s t
als o c omplete a
S u mmary
Information Retu rn
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Type Income level Accounts External Scrutiny* Trustees’
annual
report

Information to be
sent to
Commission

W here the c harity
has either
c haritable ornon-
c haritable
s u bs id iaries and
the inc ome ofthe
grou pexc eed s
£ 50 0 , 0 0 0

A c c ru als bas is in
ac c ord anc e with
S O RP and 20 0 8
Regu lations
regard inggrou p
ac c ou nts .

S tatu tory au d it
c arried ou tby a
regis tered au d itor.

A fu llA nnu al
Reportmu s t
be prepared ,
togetherwith
the ad d itional
d is c los u res
abou tthe
ac tivities of
s u bs id iaries
req u ired by
the S O RP .

The parentc harity
c ompletes the
A nnu alRetu rn and
S u mmary
Information Retu rn
on a grou pbas is
A nnu alReportand
A c c ou nts mu s tbe
s entto u s within 10
months offinanc ial
yearend

W here eitherthe
c ompany is not
s mallorthe grou p
is nota s mall
grou p, as d efined
by the C ompanies
A c t20 0 6

A c c ru als bas is in
ac c ord anc e with
S O RP

S tatu tory au d it
u nd erthe
C ompanies A c t
c arried ou tby a
regis tered au d itor

A fu llA nnu al
Reportmu s t
be prepared ,
(whic hmay
be a s u itably
mod ified
d irec tors ’
report)
togetherwith
ad d itional
B u s ines s
Review
d is c los u res
req u ired by
C ompany
L aw

A nnu alRetu rn.
A nnu alReportand
A c c ou nts mu s tbe
s entto u s within 10
months offinanc ial
yearend .
(The parentc harity
c ompletes the
A nnu alRetu rn and
S u mmary
Information Retu rn
on a grou pbas is )
C harity grou ps with
a gros s inc ome
exc eed ing
£ 1 , 0 0 0 , 0 0 0 mu s t
als o c omplete a
S u mmary
Information Retu rn

Excepted
charities

 Ifregis tered volu ntarily, ac c ou ntingand reportingrequ irementare as forany
regis tered c harity

 Ifnotregis tered they mu s tprod u c e annu alac c ou nts in the s ame way as an
equ ivalenttype ofregis tered c harity (c ompany ornon-c ompany)

 C opies ofac c ou nts mu s tbe provid ed to the pu blic on requ es t, bu tnots entto
u s u nles s we as k

 A lthou ghnotrequ ired by law to prod u c e an A nnu alReportitis good prac tic e to
d o s o, and we may req u ire one to be prod u c ed in exc eptionalc irc u ms tanc es

Exempt
charities

 M u s tkeepproperac c ou ntingrec ord s and prepare ac c ou nts
 W here havingto prepare ac c ou nts givinga tru e and fairview, they s hou ld

follow S O RP 20 0 5, u nles s a s pec ialis ed S O RP applies
 M u s tprovid e c opies ofac c ou nts to the pu blic on requ es t
 A u d itreq u irements d epend on how c harity is c ons titu ted and the regu latory

regime u nd erwhic hitoperates

* W here ou ts id e s c ru tiny is notrequ ired orwhere tru s tees may c hoos e an ind epend ent
examination ins tead , the C harity C ommis s ion has the powerto req u ire an au d itin
exc eptionalc irc u ms tanc es .
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1817. KEY DATES

(To be supplemented with further guidance applicable to the school)

SCHOOL

S c hools may wis hto ins erthere theirkey d ates for:

c omplianc e withs tatu tory and otherretu rns inc lu d ingthos e to the C ou nc il

any otherfinanc ialproc ed u res .

For Example

Budget Plan & Multi Year Plan 31st May

Revised Budget Plan 31st October

Forecast Outturn December

SFVS 31 March

Year End

Consistent Financial Reporting Return JuneMay
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19. RETENTION OF FINANCIAL DOCUMENTS
(To be supplemented with further guidance applicable to the school)

SCHOOL

INTRODUCTION

1 . This d oc u mentand appropriate extrac ts ofthe gu id anc e and ins tru c tions
lis ted below willbe d is tribu ted to allrelevants taffc arryingou tthe fu nc tions d etailed .
This is the res pons ibility of( ), who willmaintain a rec ord ofthe
name ofthe memberofs taff, d ate and d etails ofthe d oc u ments s u pplied

C ou nc il’ s polic yon retention ofd oc u ments

TYP E O F D O C UM EN T Recommended Retention Period (in addition to the
current year)

Accountancy/Financial
A bs trac tofac c ou nts 1 0 years

B u d getary c ontrolmonthly s tatements /rec onc iliations 6 years

C os tingrec ord s 6 years

Es timate workingpapers 2 years

Revenu e Financ ialled gers (inc lu d ingyearend report) 10 years

C apitalFinanc ialL ed gers (inc lu d ingyearend report) 10 Years from c ompletion ofs c heme

Grantc laim rec ord s 6 years

Inves tmentrec ord s 6 years

Jou rnals etc 6 years

L eas ingrec ord s 1Iyearafterd is pos al

Rec ord re c los ingled gers 6 years

L oc alS c hoolrec ord s 6 years

Telephone c allrec ord s 1 year

VA T c laims 6 years

VA T rec ord s 6 years

Volu ntary fu nd ac c ou nts 6 years

B ankRelated Rec ord s

B ankpaying-in books /s lip 6 years

B ankrec onc iliation 6 years

B anks tatements 6 years

Rec ord ofC anc elled c heq u es 6 years
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C heq u e books and c ou nterfoils 4 Years

C heq u e lis t(c red itors /payrolls ) 4 years

L oan rec ord s and c orres pond enc e O ne yearfollowingrepaymentofloan

P aid c heq u es 6 years +c u rrent
Retu rned c heq u e rec ord s 6 Years +c u rrent

CONTRACTS

C ontrac td oc u mentation forD ETR s c hemes 25 years

Finalac c ou nts ofc ontrac ts exec u ted u nd erhand 6 years

Finalac c ou nts ofc ontrac ts exec u ted u nd ers eal 12 years

H ighways 2 nd and 3rd lowes ttend ers
(c ou nty s c heme)

1 year

S u c c es s fu ltend ers 3 years afterfinalpayment

Uns u c c es s fu ltend ers Retain u ntilfinalpaymentmad e

CREDITOR RECORDS

C opy ord ers 6 years plu s c u rrentyear

C red itnotes 6 years plu s c u rrentyear

C red itorinvoic es 6 years plu s c u rrentyear

D elivery notes 6 years years plu s c u rrentyear

Impres td oc u mentation inc lu d ingc laim vou c hers 6 years

P eriod ic paymentrec ord s 6 years

B A C S L is tings 6 years

INCOME RECORDS

C as hbooks 5 years

C orres pond enc e (inc ome) 2 years following fu llc learanc e ofd ebt

D ebtorac c ou nts (rec ord s non-c u rrent) 2 years following fu llc learanc e ofd ebt

P eriod ic inc ome rec ord s 2 years following fu llc learanc e ofd ebt

Rec eiptbooks 6 years from d ate offinalrec eiptin book

Rec ord of rec eiptbooks is s u ed 6 years followingd ate ofis s u e

W rite-offreports /rec ord s 6 years

S ales rec ord s 2 years

C ollec tion Rec ord s 2 years

TillRolls 2 years

MISCELLANEOUS RECORDS

C apitalworks tabu lations 6 years

C arL eas ingand mileage rec ord s 3 years from the termination ofthe leas e

C arloans 3 years followingthe c es s ation ofrepayments
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C ompu ters ys tems : S ys tems A d minis tration rec ord s 2 years

C ompu ters ys tems : C hange c ontrold oc u mentation 2 years

C ompu ters ys tems : S ec u rity c hanges /au thoris ations 2 years

Employee P ers onnelFile Ind efinitely

Inland revenu e d oc u mentation 6 years

Internalreq u is ition (e. g. printing) 2 years

Inventory rec ord s i. e . ind ivid u alas s etrec ord s The life ofthe as s etplu s s ix years followingd is pos alofas s et

L and s earc hes 6 years

M emberallowanc es (c laims ) 6 years

P os talremittanc e regis ters 2 years

S c hoolmeals rec ord s 2 years

S mall-hold ings rec ord -as s ets Ind efinitely

S mallhold ingrec ord s -inc ome 5 years

S toc klis ts 2 years

S afe C u s tod y P ayments 7 years

Travelc laims 2 years

Formalagreements relatingto grants mad e to 3rd parties 6 years

P A YRO L L

B A C S amend ments and ou tpu t 1Iyear

B u ild ings oc iety tabu lations * 1Iyear

C opy pays lips (C D RO M ) Ind efinitely

C opy pay-s lips C u rrentperiod +2 months

C orres pond enc e 2 years

L ife c ertific ates (pens ions ) C u rrentvers ion u ntilone year followingnotific ation ofd ec eas e

M onthlyB A C S lis tings Ind efinitely

N Ifile c as hbook* 6 years

N Inu mberc hanges 6 years

P ayrollad ju s tmentd oc u mentation 2 years

P art-time employees ’ c laim forms 2 years

P ens ions –pers onalrec ord s Ind efinitely

P re-lis ts * C u rrentperiod plu s 2 months

S S P rec ord s 3 years

S S P variations 3 years

S tafftrans fer rec ord s 2 years

S tarters forms 2 years

Tax and N Irec ord s inc lu d ingP 11 d s 6 years
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Tax c od e notific ations 6 years

Teac hers ’ pens ion rec ord s Ind efinitely

Times heets 2 years

Union d oc u ments (e. g. s u bs , rec ord s ) 2 years
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20. Glossary

A c c ou ntingP eriod P eriod oftime c overed by the ac c ou nts (s ee Financ ialYear).

A c c ru al S u m inc lu d ed in the finalac c ou nts to c overinc ome orexpend itu re relatingto
an ac c ou ntingperiod when good s ors ervic es were rec eived bu tpaymentwas
notrec eived ormad e by the end ofthatperiod .

A c c ou nts S tatements s ettingou trec ord s ofinc ome and expend itu re –forfu lly fu nd ed
s c hools willinc lu d e as s ets and liabilities .

A c tu alExpend itu re and
Inc ome

A c tu alas oppos ed to bu d geted expend itu re and inc ome relatingto an
ac c ou ntingperiod .

A genc y S ervic es P rovis ion ofs ervic es by one bod y (the agent)on behalfofanotherthatis
legally res pons ible forprovid ingthe s ervic e.

A ge W eighted
P u pilN u mber

P artofthe formu la u s ed to c alc u late a s c hoolbu d gets hare bas ed on nu mbers
and ages ofpu pils .

A s s et A n item thatwillbe u s ed by the s c hoolovera longperiod and has a las ting
valu e.

A u d itor A pers on res pons ible forverifyingthatproperac c ou nts are keptand effec tive
and effic ientac c ou ntingproc ed u res and internalc ontrols are followed (s ee
als o ExternalA u d itorand InternalA u d itor).

B A C S B ankers A u tomated C learingS ervic es . S ys tem operated by allbanks to make
elec tronic payments to and from ind ivid u albankac c ou nts .

B as e B u d get The bu d getu pon whic hs u bs eq u entbu d gets willbe bas ed orc alc u lated .

B es tValu e
Reviews

The princ iple means by whic hthe c ou nc ilc ons id ers new approac hes to
s ervic e d elivery withtargets s etreflec tingnationaland loc alfac tors .

B u d get S tatementforec as tingnetrevenu e expend itu re overa s pec ified period oftime.

B u d getA lloc ation A lloc ation ofa bu d getd own to bu d gethold erord epartmentlevel.

B u d getary C ontrol The monitoringand c ontrolofexpend itu re and inc ome d u ringthe financ ialyear
agains tthe bu d get.

B u d getH old er M emberofs taffto whom a partofthe bu d gethas been d elegated .

B u d getH ead A s ec tion ofthe bu d getforwhic hes timates are prod u c ed and c ontrol
exerc is ed .

C apital
Expend itu re

S pend ingon as s ets (land , bu ild ings , eq u ipment)thatad d s to and notmerely
maintains the valu e ofan exis tingas s et.

C apitalFinanc ing
C harges

The repaymentofloans and interes tto pay forc apitalprojec ts .



30 /0 6/20 16136B ed ford s hire C ou nty C ou nc il

C apitalRec eipts M oney from the s ale ofland , bu ild ings etc . whic hc an be u s ed to pay fornew
c apitalexpend itu re within Governmentru les , orto repay ou ts tand ingloans .

C arry Forward Trans ferofa s u rplu s ord efic itin one ac c ou ntingperiod to the followingperiod
(often one financ ialyearto the next).

C as hL imit M ethod ofexpend itu re c ontrol, whic hres tric ts the amou ntavailable for
s pend ingto a s pec ific c as hamou nt, regard les s ofthe effec ts ofinflation.

C as hFlow S tatementes timatingthe levelofpayments and rec eipts overa period oftime.

C entralFu nd s Fu nd s , notalloc ated ofd elegated to s c hools , from whic hitems notc hargeable
to s pec ific s c hools , are met.

C ertifyingO ffic er M emberofs taffwho approves orau thoris es a d oc u mentas c orrec tbefore itis
trans ac ted .

C IP FA C hartered Ins titu te ofP u blic Financ e and A c c ou ntanc y. The profes s ional
ac c ou ntingbod y thatis s u es ad vic e and gu id elines on loc alau thority
ac c ou ntanc y is s u es .

C ommitmentA c c ou nting S ys tem forrec ord ingtrans ac tions as the liability aris es (e. g. when plac ingan
ord er). The rec ord ed es timated expend itu re is replac ed by ac tu alexpend itu re
when paymentis mad e.

C ompetitive Tend ering O btainingtend ers orqu otations from s everals u ppliers ofa partic u larprod u c t
ors ervic e to ens u re bes tvalu e formoney.

C ontingenc y S u m s etas id e to provid e forfores een bu tu nq u antifiable fu tu re c ommitments
orforu nfores een expend itu re, whic hmay bec ome nec es s ary d u ringa financ ial
year.

C os tC entre C ollec tion pointwhere items ofinc ome and expend itu re are c harged for
managerialand c ontrolpu rpos es –a s c hoolis a c os tc entre.

C ou nc ilTax The loc altax bas ed on the relative marketvalu es ofres id entialproperty, whic h
helps to fu nd s ervic es provid ed by loc alau thorities .

C ou nterfoil The partofa c heq u e, rec eiptetc . thatremains fixed in a bookafterremovalof
the c heq u e etc . , givinga s u mmary ofthe information c ontained on the
d oc u mentremoved .

C ou nty Fu nd The main ac c ou ntofthe C ou nc ilwhere inc ome from grants and prec epts is
paid in and d ay-to-d ay s pend ingon s ervic es is paid from.

C red itN ote D oc u mentis s u ed by a s u pplierto c anc elallorpartofthe c os tofgood s
s ervic es alread y inc orrec tly.

C red itor 1 . A n amou ntowed by the C ou nc il/s c hoolfor good s /s ervic es rec eived
within the ac c ou ntingperiod forwhic hpaymenthas notyetbeen paid .

2 . A s u pplierto whom paymentis d u e forgood s ofs ervic es .
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D ebtor 1 . A n amou nt d u e to the C ou nc il/s c hoolfor good s /s ervic es provid ed
whic hhas notbeen rec eived within the ac c ou ntingperiod .

2 . O rganis ation/c ompany/ind ivid u alfrom whom paymentis d u e forgood s
ors ervic es provid ed .

D elegation of
Res pons ibilities

The hand ingd own ofres pons ibility ford ec is ions orac tivities , whic hhas been
approved and forms partofan agreed s c heme ofd elegation.

D eprec iation The notionallos s in valu e ofan as s etd u e to age, wearand tear, d eterioration
etc .

D irec tD ebit A paymentfrom a bankac c ou ntofu ns pec ified s u ms , originated by the payee
afterthe bankac c ou nthold erhas c ompleted a d irec td ebitmand ate
au thoris ingthe payments .

D irec tRevenu e
Financ ing

Res ou rc es provid ed from the C ou nc il’ s revenu e bu d getto financ e the c os tof
c apitalprojec ts .

D is c retionary Exc eptions H ead ings ofexpend itu re notd elegated to a s c hoolbu theld c entrally and s pent
on behalfofthe s c hool.

D is tric tA u d it The c u rrentexternalau d itorto the C ou nc ilappointed by the A u d it
C ommis s ion. (S ee ExternalA u d itor)

Emolu ments A lls u ms paid to orrec eivable by an employee and s u ms d u e by way of
expens es allowanc es (as faras thos e s u ms are c hargeable to UK inc ome tax)
and the money valu e ofany otherbenefits rec eived otherthan in c as h.

Expend itu re A mou nts paid forgood s and s ervic es rec eived .

ExternalA u d itor The organis ation appointed by the A u d itC ommis s ion to c arry ou tthe annu al
au d itofthe C ou nc il’ s finalac c ou nts , valu e formoney reviews and other
s tatu tory d u ties . The appointed au d itorc an be from an approved firm of
ac c ou ntants orfrom D is tric tA u d it.

Employer’ s
O n-C os ts

N ationalIns u ranc e and pens ion (s u perannu ation)c os ts thatare metby the
employerin ad d ition to bas ic s alary.

Fees and C harges Inc ome rais ed by c hargingu s ers ofs ervic es forthe fac ilities .

FinalA c c ou nts A c c ou nts prepared ofalltrans ac tions , inc lu d ingd ebtors and c red itors , relating
to an ac c ou ntingperiod (u s u ally the financ ialyear).

Financ e L eas e A method ofpayingforc apitalexpend itu re where a rentis paid foran as s et
d u ringits u s efu llife.

Financ ialC od e of
P rac tic e

Financ ialproc ed u res and c ontrols is s u ed by the C hiefFinanc e O ffic erin
s u pportofFinanc ialRegu lations .

Financ ialYear The period c overed by a s etoffinanc ialac c ou nts –the C ou nc il’ s financ ialyear
s tarts on 1 A priland end s on 31 M arc hthe followingyear.

Financ ialRegu lations The written c od e agreed by the C ou nc ilto provid e a frameworkwithin whic hits
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financ ialaffairs are c ond u c ted .

Financ ialRegu lations for
S c hools

The written c od e to provid e a frameworkwithin whic halls c hools willc ond u c t
theirfinanc ialaffairs

Fixed A s s et A n as s etthathas a valu e beyond one financ ialyear.

Fixed C os ts C os ts thatd o notvary withthe levelofac tivity, e . g. rates billthatis notd irec tly
affec ted by c hanges in the nu mberofpu pils orany othermeas u re ofac tivity at
the s c hool.

Float S pec ific amou ntofc as hgiven to an ind ivid u alou tofa bankac c ou ntto enable
expend itu re to be inc u rred , ora s u m ofc as hretained by a pers on rec eiving
inc ome to as s is tin givingc hange.

Formu la The method by whic hthe Ind ivid u alS c hools B u d getis d is tribu ted to s c hools .

Fu llTime
Eq u ivalent

The ac tu alhou rs ofa part-time employee expres s ed as a frac tion ofthe hou rs
worked by a fu ll-time employee, e . g. part-time employee works 1 8 . 5 hou rs , fu ll-
time employee works 37 hou rs , therefore part-time employee is eq u ivalentto
0 . 5 fu ll-time equ ivalent(FTE).

Fu lly Fu nd ed B ank
A c c ou ntS c heme

Fors c hools ac c ou ntingloc ally forallinc ome and expend itu re and operatinga
loc alac c ou ntings ys tem . This s c heme mu s tbe ad opted ifan alternative
payrollprovid eris u s ed .

GoverningB od y The bod y ofgovernors as s igned the res pons ibility forthe c ond u c tofthe
s c hool.

GovernmentGrants A s s is tanc e by government, inter-governmentagenc ies and s imilarbod ies in
the form ofc as hortrans ferofas s ets to the C ou nc ilin retu rn forpas torfu tu re
c omplianc e withc ond itions relatingto its ac tivities

Gros s Expend itu re The totalc os tofprovid ingthe s c hools ervic es before takinginto ac c ou nt
inc ome from fees , c harges and grants .

Impres tA c c ou nt A ny ac c ou ntthatis operated by rec eivingan ad vanc e and rec laiming
expend itu re paid ou tofthatmoney on a regu larbas is to bringthe ac c ou ntto
the levelofthe originalad vanc e

Impres tB ankA c c ou nt A n ad vanc e is mad e into a s c hoolbankac c ou ntto enable mod es tpayments of
non-employee expend itu re loc ally in exc es s ofthatpos s ible witha trad itional
petty c as himpres tac c ou nt

Inc ome A mou nts d u e to the s c hoolthathave been orare expec ted to be rec eived .

Inc rementalB u d geting P reparation ofthe bu d getforone yearbas ed u pon bu d gets s etin previou s
years .

Inc rements A n enhanc ementto teac hingand non-teac hings taffpay in rec ognition of
ad d itionalexperienc e and s killgained in the previou s year, payable within the
c ons traints ofs alary s c ales within whic hthe s taffare paid .
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Ind ivid u alS c hools
B u d get

The balanc e ofthe L oc alS c hools B u d getremainingafterd ed u c tion of
c entrally retained fu nd s .

Inflation Inc reas es in the c os tofpu rc has inggood s and s ervic es oremployings taff,
varyingbetween expend itu re head s . Itmay be a forec as toffu tu re c os t
inc reas es orc alc u lation ofpas tpric e movements .

Inventory P ermanentc u rrentrec ord ofas s ets held above a pre-d efined valu e.

InternalA u d it The c ontinu ou s apprais aloffinanc ialand managementc ontrols in allas pec ts
ofthe C ou nc il’ s ac tivities by s taffemployed d irec tly by the C ou nc il.

L A L oc alA u thority. The C ou nc il(orany otherloc alau thority)thatprovid es
ed u c ation s ervic es .

L etting The rentingorhiringofrooms orgrou nd s to anotherpers on ororganis ation for
a s pec ified period d u ringa d ay.

L iabilities M oney owed to the organis ation orto an ind ivid u althatwillbe paid ats ome
time in the fu tu re.

L oc alA c c ou nting
S ys tem

The s c hool’ s own s ys tem forrec ord ingand monitoringexpend itu re and inc ome
s eparately from the C ou nc il’ s c entrals ys tem .

L oc alGovernment
P ens ion S c heme

The Fu nd forN JC s taff, whic hmakes pens ion payments on retirementof
partic ipants and is fu nd ed by c ontribu tions from the employerand employee
and from inves tmentinc ome.

L oc alS c hools B u d get A llexpend itu re, d irec tand ind irec t, on the L A ’ s maintained s c hools .

M and ate A s igned au thoris ation to the bankd efiningbankingterms oragreeinga
s pec ific paymentto anotherac c ou nt.

M ateriality The s ignific anc e ofany amou nts ofvarianc e orerrorin proportion to the
originals u m . £ 1 ou tof£ 1 , 0 0 0 is nots ignific ant.

N JC S taff N ationalJointC ou nc il. N on-teac hings taff.

O n-C os t S ee Employer’ s O n-C os t.

O peratingL eas e A means ofrentingan as s etforpartofits life. S ee Financ e leas e.

O riginalB u d get The bu d getfirs tapproved by the GoverningB od y effec tive on IA pril.

O u ttu rn A c tu alExpend itu re and Inc ome forthe whole financ ialyear.

O verd rawn W hen c harges to an ac c ou ntare greaterthan the s u m held in the ac c ou nt.

P artially Fu nd ed B ank
A c c ou ntS c heme

Enables s c hools to operate a bankac c ou ntto meetnon-employee c os ts
loc ally.

P ayroll L is tofemployees and s u mmaries oftrans ac tions forthos e rec eivingregu lar
pay.
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P ayrollP rovid er O rganis ation u s ed by the s c hoolto provid e payrolls ervic es inc lu d ing
maintainingthe payrollrec ord s , makingpayments and hand lings tatu tory and
otherd ed u c tions .

P erformanc e Ind ic ators Featu res by whic hthe effec tivenes s ofs c hools c an be monitored and
evalu ated , foc u s ingon meas u rable ou tc omes orc hanges overtime.

P etty C as h S u m ofmoney formakings mallc as hpayments

P ric e B as e The rates ofpay and pric es ofgood s ors ervic es ata s pec ified d ate in the
year.

P rofiling The analys is ofthe bu d getforeac hhead ingovera nu mberofmonths (month
by month)s howingthe pattern ortrend in expend itu re to improve bu d getary
c ontrol.

P rovis ion A n amou nts etas id e in the ac c ou nts forliabilities thatare antic ipated in the
fu tu re bu tc annotbe ac c u rately qu antified .

Rec eipt W ritten ac knowled gementfrom the rec ipientto the payerforan amou ntof
money rec eived .

Reimbu rs ementC laim L is tofallexpend itu re inc u rred on an ac c ou ntorby an ind ivid u als u bmitted for
repaymentto thatac c ou ntorind ivid u al.

Remittanc e S u m ofmoney s entto a pers on ororganis ation, often by pos t.

Res erve M oney s etas id e to meetpartic u larexpend itu re in fu tu re years .

Res ou rc e
A lloc ation

The proc es s ofd is tribu tingfu nd s .

Revenu e Expend itu re The d ay-to-d ay ru nningc os ts inc u rred in ru nninga s c hool.

Revis ed B u d get The originalbu d getwillbe reviewed d u ringthe yearto inc orporate pay and
pric e c hanges , c hanges in s ervic e d elivery, s taffc hanges etc . and willthen be
amend ed to bec ome the revis ed bu d get.

S c heme forFinanc ing
S c hools

The S c heme approved by the S ec retary ofS tate thats ets ou tthe financ ialand
ad minis trative relations hipbetween the L A and s c hools .

S c hool
D evelopmentP lan

The plan forthe s c hoolin whic hallnew, fu tu re d evelopments are planned
togetherwiththeires timated c os ts .

S ignatory The pers on who s igns a d oc u mentau thoris ingorverifyingits c orrec tnes s .

S tand ingO rd er
(banking)

Ins tru c tion to a bankby the ac c ou nthold erto make regu lars pec ific payments
ou tofthatac c ou ntto anothers pec ified ac c ou nt.

S tand ingO rd ers Formalru les d rawn u pby the C ou nc ilto regu late the proc eed ings in the
C ou nc iland C ommittee meetings and the c ond u c tofits bu s ines s .
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S toc ks The amou ntofu nu s ed oru nc ons u med s toc ks held forfu tu re u s e.

S u bs is tenc e M oney paid to employees to reimbu rs e the c os tofmeals and otherinc id ental
c os ts when attend ingoffic ialbu s ines s meetings orc ou rs es away from the
normalplac e ofwork.

Tax Invoic e A n invoic e inc lu d ingVA T, whic hmu s tc ontain s pec ific d etails to enable the
VA T to be rec laimed .

Tend ering O btainingformalq u otations from s u ppliers fora partic u larprod u c tors ervic e.

Unoffic ialFu nd A fu nd , s u c has the S c hoolFu nd , where money and as s ets , whic hare notthe
property ofthe C ou nc il, are hand led by an employee in the c ou rs e ofoffic ial
work.

V A T Valu e A d d ed Tax. Tax ad d ed to the c os tofc ertain good s and s ervic es paid
overto the government.

Virement The trans ferofbu d getprovis ion from one expend itu re orinc ome head ingto
another.

Volu ntary Fu nd S ee Unoffic ialFu nd .

Vou c her A d oc u ments u pportinga paymentorrec eiptofinc ome givingd etails ofthe
trans ac tion.


