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We invite you to come on an exciting learning journey.

 Discover, create, invent, explore.  Join the adventure …….

Updated November 2017
Delegation of responsibility for the day to day financial systems, controls and procedures to the Head Teacher.
The Office Manager will oversee financial procedures and systems in the office itself.

Summary

The Head Teacher advises the governors to delegate a budget heading in line with their responsibility and the current S.I.P.

Budget holders will use the School Requisition Sheet (or other suitable agreed format) to place orders.  Orders are placed after appropriate staff consultation has taken place.  Each order will be signed as agreed by the Head Teacher and Deputy Head Teacher.  This agreement decision is about the order content.

Verbal orders are undertaken at the request of the Head/Deputy and are followed up with an official order.

Non-order invoices undertaken are at the request of the Head/Deputy and are undertaken in accordance with Appendix 1.

The delivery procedure will occur when the goods arrive – Appendix 2.  The OM/Finance Officer will process payment once the Head/Deputy have initialled the Certified for Payment in ‘Accounts payable grid’.

OM initial the prices/discounts received sanction grid on each invoice the goods/service received grid and delivery, and VAT section to state that the procedure has been carried out.

Two of Four signatories sign Certified for Payment box and the cheques.  However, to protect personal interest, orders raised on behalf of the Head will be signed by another party.

The financial system is computerised.  Management Team members are briefed on the financial systems of the school, as part of their professional development.  This does not necessarily include signatory responsibilities, except in exceptional circumstances.

Monthly financial transaction reports are submitted to Education Finance by the due date. 

Budgetary Control

· The budget headings will be agreed by the finance committee as part of its delegated powers

· The approval of the School’s Delegated Budget is ‘minuted’ following the relevant Governing Body Meeting 

· Budget headings will reflect the School Improvement Plan

· School budget reports will be collated for the Governors every term

These are:-
· The current FMS printout

· Budget Monitor

· Virement sheets as appropriate

· Appropriate financial analysis and forecasting, i.e. carry forwards

· Bench marking comparisons

· The Head Teacher has the power to vary the level of the staffing budget as a result of a temporary amendment to the staffing structure, and to vary the amount of non-staffing budgets up to a value of £10000.  Between £10001 and £20000 the Head Teacher must seek the approval of the Finance Committee.  Over £20000 the Head Teacher and the Finance Committee shall seek the approval of the full Governing Body, and ensure that the decision is recorded in the minutes.


All virements approved by the Head Teacher or Finance 
Committee under these rules should be reported to the full 
Governing Body retrospectively.
· The limit for individual purchases by the Head Teacher, without prior approval by the Finance Committee will be £5,000.  Between £5001 and £10000 the Head Teacher must seek approval of the Finance Committee.  For expenditure over £10000 the Full Governing Body approval is needed.
· Disposal of assets to be delegated to Head Teacher, up to a maximum of £3,000, in accordance with Contract Procedure Rules & Financial Procedure Rules.  For full copy see www.sthelens.gov.uk (search contracts procedure rules), (search financial procedure rules).

Letting of contracts/standing orders

N/A for now.

Procedures for ordering work, goods and services

· 
Work and services will be ordered by the Head Teacher/Deputy in line 
with:-



●the forward planning of the school premises



●the day to day maintenance of the premises



●the curriculum entitlement of the children

●
Goods will be requested by subject/resources co-ordinators, monitored 
and verified by the Head Teacher/Deputy.

· 
All requests for orders will be in line with agreed budget headings for 
subject resources as delegated.

· 
Budget headings for subjects/resources will be in line with the S.I.P.

· 
School stock requirements are requested through OM.  
Procedures for the payment of accounts

· The delivery note will be checked by the OM/Finance Officer.

· The invoice for payment will be matched with the delivery note and the order by OM/Finance Officer.

· OM/Finance Officer will note discrepancies in goods and actual costs and will check the VAT.

· Invoices will be filed as pending and turned round in 10 days or in line with closedown dates.

· Part payments for goods received will be made in some cases, e.g. YPO.

· The invoice will be passed for payment and the Head Teacher and Deputy will sign that the financial safeguard procedures have been followed (certified for payment).

· The OM/Finance Officer will write the cheques and signed by persons on bank mandate.

Responsibilities and procedures for setting salary levels and for ensuring proper payment of salaries and wages

· The governing body shall determine the salary levels of teachers and staff in the school as agreed in the School Pay Policy

· The governing body have bought the St. Helens L.A. Service Level Agreement which ensures the proper payment of salaries and wages, payroll

Income, maintenance of records and account payment procedures

· The Head/Deputy to initial on a sample basis as evidence of check, the record of meals given along with income received as cheques and cash.
· Dinner monies
· Reconciliation will be undertaken by the Office/Business Manager.

Inventories and assets control

· Auditing of stock and assets will be undertaken each year.

· Staff will audit resources in line with subject responsibilities

· The OM will ensure that the inventory record of assets be updated on Equipment Register as items are purchased and disposed of.  Agiliysis will carry out this for computer equipment.
· The school capital carry-over spend will be mapped out in line with the needs of the school by the governors

· Each financial transaction or contract will be screened for any personal interests.  Should any occur, they will be recorded in line with L.A. procedures by the Head Teacher and signed by all parties

· Laptops and iPads allocated to individuals are the responsibility of that particular member of staff.  Any equipment listed within the asset register which is to be taken off site, must be signed for by the individual concerned, in the school diary.  When the item is returned this must be signed in the school diary as such.  This will be initialled by the HT or OM.  Staff wishing to take items home e.g. laminator, must follow the same procedure.
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Financial Procedures

The Financial Procedures are a set of operating guidelines and should be read in conjunction with the Schools Financial Internal Regulations and Procurement regulations.

Safe Insurance Limits: The insurance is through St Helens LA and the safe limit is up to £4,000.

Collection of Money:  Collection of money that is: - Dinner Money; Residential Trips, Educational visits, payment for Toast and Charity/Fund Raising.

All money that comes in from parents via their child is placed in a tin in the classroom by the member of staff and forwarded to the school office.  The tin is then opened by the clerical officer/office manager and distributed between the funds i.e. dinner money (LA); Residential Trips (LA), or direct to School fund.  The dinner money is then entered in to SIMS by the Clerical Officer/Office Manager and banked on a weekly basis 

The Trip monies are recorded and banked on a weekly basis, detailed breakdowns of monies taken are recorded on the back of the banking sheet.  In respect of Residential trips that are being paid over time a payments card is issued and updated every time a payment has been made.  The book is completed at the same time and this is banked on a weekly basis after being tallied with the cash and finance book.

Cheques through the post are entered in the postal remittance book and paid into the appropriate income code:

Educational Visits  
AARGA 9375

Nursery Snack 
AARGA 8010

Music Contribution  
AARGA 8137

General Income 
AAZAB 9600

Pupil Meals    

AAZAB 8031

Adult Meals   

AAZAB 8030

Pupil Milk

AAZAB 3016

After School Club
AARGC 8148

All monies are banked weekly.  Days of banking are varied in an attempt to safeguard both staff and monies.

Spot checks are carried out by the Head Teacher and income records countersigned when the spot check is carried out.

Safe Key Holders:  There are two safe keys, one held by the Office Manager and the other remains on site with the clerical officers, OM takes the key offsite on a nightly basis.  

FMS:  Only staff that administer and manage the School budget have a password to FMS, which is changed on a monthly basis.  Access is restricted.

Ordering Procedure

To enable orders and invoices to be processed without delay, please adhere to the following procedures

· All orders must be on a requisition form and the relevant cost centre identified. (If you are not sure of the cost centre and have been given a budget, see the Head Teacher)  

· All orders should be signed by the Head Teacher before processing and entering in to FMS. 

· Any single item over £200 to be accompanied with 3 quotes unless YPO is used 

· Any books ordered should show that the appropriate discount has been requested.

· Orders for anything relating to computers/software must go through Agilisys unless a saving can be identified by obtaining quotes from other sources.

· The back of the requisition form should be completed in all cases to show value for money.

· VAT returns are forwarded to the LA on a monthly basis as well as the other returns by the Office Manager.
· Bank reconciliation will also be produced on a monthly basis.
· If the invoice price is different from the order, then the budget holder will need to sign and indicate on the order and the invoice why there is a difference and if this has been agreed, before payment can be made. This should be supported by a brief narrative.

· All delivery notes of goods received should be signed and dated by the person receiving the goods at the school.

· Orders are entered on to FMS –The order is generated and signed by the Head Teacher/Deputy Head Teacher.

· On receipt of the goods they are checked by Clerical Officer/Office checks receipt and initials receipt of goods before they are distributed/staff informed.  The delivery notes placed with the order (subsequent invoice) in the folder within the.  

· When invoices are received for goods purchased they should be checked by Clerical Officer/Office Manager and processed within FMS. 

· If an order relates to an insurance claim, this should be clearly marked on the requisition form.

· Check and be aware that certain suppliers will charge delivery costs – these must be listed in your order and will be taken from your budget allocation.

· Invoices are entered on to the finance system usually on a weekly basis and cheques run off each week if appropriate.

· Grid Stamp - When completing the gird stamp the appropriate grid should be initialled by the individual processing the invoice..

· The final grid cell should be signed by two members of SLT.

· Cheques over £2,500 are required to have three signatures.  Invoices of this amount are to be processed by the Office Manager to ensure the correct number of signatures are received.

· Meter readings are taken at the end of each month by the Caretaker and the link website is completed by the Office Manager.

· All staff are invited to ask advice when ordering goods to obtain best service and value.

· Petty cash – this is limited to £40 per transaction wherever possible. Authorisation should be sought from the Head Teacher before any purchase is to made. All receipts to be passed to the Clerical Officer/Office Manager.  Petty cash is reconciled regularly .

· Cheques that arrive through the post included with monies banked.  Money and cheques are banked on a weekly basis. Paying In Slips are attached to the green income forms.  Copies are emailed to schoolsincomesection@sthelens.org.uk or posted via the black bag to Joanne Anders, Income Section.

· Invoices are raised by school when appropriate and held on a file – these are matched up to cheques/BACS arriving through the post or the budget monitor.  Reminders sent out/or phone calls if any remain outstanding.

Exceptions to the above procurement are Supply Agency’s, Examination Board’s, Utility and Service Providers that have gone through LA procurement routes such as reprographics, Gas and Electric Suppliers including maintenance of boilers and site equipment, Emergency repair works and YPO. 

This is not an exhaustive list however; the school should ensure that value for money is obtained.

ASSETS: All assets are entered in to Equipment Register within FMS, wherever possible all data is completed i.e. purchase cost, room allocation and member of staff.  To ensure the safety of the equipment, the equipment log will be produced for each year group and a check will be carried out by the member of staff for that Year Group.  An additional check will be made by the Clerical Officer responsible and countersigned by the Head Teacher.  All items above £50 which are desirable in nature will be added to the log.

For further information see the Internal Financial Regulations

Removal of equipment from site:  Laptops and iPads are all signed for by individual staff on an annual basis.  All items of value are within school, however, we understand that some items will be taken off site to support the Teaching and Learning of students; therefore if you wish to remove an item, details are logged in the school diary of equipment taken.  Details are then recorded when the items are brought back.  Both entries are countersigned by the Head Teacher or Office Manager.  

CHARGE CARD TRANSACTIONS (if applicable to the school)

· The Head Teacher is the named person to hold the credit card; the credit card is retained in the school in the safe at all times.

· The statement is reconciled, monthly, with FMS when receiving the bank statement.

· Clear records are to be retained for audit purposes.

Declaration of Interests

It is recommended by the Audit Commission, Ofsted and the DfE that a Register of Business Interests be maintained by the school.  As a minimum the DfE would expect Governors and staff to register any trade or profession along with direct interest in a company providing goods or services to the school that they or a member of their family may have involvement in.

As a minimum, those staff that have responsibility for managing school finances or significantly influence decisions on the school spending ought to complete the register.

We are requested to update this information on a regular basis and invite 

all staff to sign the register.  The register could include nil returns.

The register is kept in the school office and can be completed at anytime during the year.

Best Value

· Value for money procedures will be acted upon (see contract procedure rules flowchart) and will be in evidence in the procedures

· Facility for recording the consideration of value for money to be used on larger curriculum orders

· All external services bought in will be considered by the Governing Body and school management (taking into account staff expertise) to determine best value
Post

· All post is opened by OM in the presence of another staff member

· Post addressed personally is opened by that member of staff in the presence of OM or Head/Deputy Head

· Cheques are recorded by Clerical Officer in the Cheques Received Book and a note made of which fund they will be paid into, this will be countersigned by Office/Business Manager or Head

Computer Security

The Computer Security guidance was adopted by the Governing Body. The Computer Security guidance is available on the staff share and is included as part of school’s induction procedures.

Petty Cash

1. Staff requiring items to be paid through petty cash must first get permission to purchase the item.
2. Once they have purchased the goods, a petty cash slip is completed and the receipt is attached and authorised by Deputy or Head Teacher.

3. It is paid by the Clerical Officer or Office/Business Manager.

4. The details are recorded in the petty cash section of the school fund ledger book.  Receipts filed in date order.

5. Petty Cash is usually a maximum of £30 unless agreed by Head/Deputy in exceptional circumstances.

Cash handling procedures

Please see separate ‘Procedures for the collection of money’.

Auditing of School

School Fund is reconciled monthly by Clerical Officer and monitored by OM, HT, DHT.

Mrs J Webster (appointed auditor) completes an audit certificate once the systems control and annual statement of account has been reviewed.  This certificate along with a summary of the previous year’s account is presented to the Governing Body annually.  Internal audit verify this during their routine internal audit.

Whistle Blowing Policy

The Whistle Blowing Policy was re-adopted at the full governing body meeting on November 2009.  The Whistle Blowing Policy is distributed to all new staff as part of our induction procedures.  It is available on the Council Website and a hard copy available from the school office.
Banking Arrangements

Miss Graham or Mrs Bolton takes the money to the bank weekly.  Miss Graham banks the dinner money at the Post Office.

The times for this vary throughout the week for security purposes.

Following large fundraising events two members of staff go to the bank or Post Office.

Paying-in slips are signed by the other member of office staff on a sample basis.

Appendix 1
Non-order invoices

Guidelines for use



►
Telephoned or Internet orders to be agreed by Head or 


Deputy Head Teacher



►
Service Level Agreements to be agreed by Governing 


Body



►
Utility invoices



►
Work through L.A. approved contractors e.g. Mears Ltd
Appendix 2

Orders and Deliveries of Goods and Materials

Staff request goods in line with budget heading, after consultation with appropriate staff
OM/Finance Officer processes the order

On delivery, the OM/Finance Officer checks the delivery note with goods

OM/Finance Officer notes any queries and takes action if necessary

OM/Finance Officer will sign the delivery check box on the payment invoice as part of this delegated system 
OM/Finance Officer then places delivery note with the order and invoice ready for the payment procedure

Bank signatories certify for payment (do not include OM) and sign cheques

RIVINGTON PRIMARY SCHOOL

DECLARATION OF INTEREST

Please see the separate declaration of interest book

Guidance for Staff (Money in School)

(For full information please see School Financial Regulations).

Guidance for collecting/spending school monies is carefully regulated.  Any money collected must be accounted for and receipts produced for audit.  If in any doubt about procedures please see Lynn or Glenys for advice.

Collecting Funds
Parents are requested to send all money into school in sealed envelopes marked with the amount, purpose and child’s name.  This can be give in to the office in the morning where any lose money is recorded and signed for.
· Head Teacher should be informed of any money being asked for/collected in school

· All funds brought in by children, sent straight to Miss Tierney who keeps record of payments

· Money is kept locked away and banked regularly
· All money must be sent to the office

· Any money brought in by a child must be sent straight to the office

Milk & Dinner Money is collected by Miss Tierney
Trip money and dinner money are banked weekly, varying the time for security reasons.  Money in envelopes is sent straight to the office to be input on to the system.  Trip money is logged by the clerical officer in the presence of the OM, recording a class list.   Other monies are banked at least fortnightly (more regularly should there be an event in school).
Uniform is bought direct from outside suppliers so there is no money handling involved.
Toast money
Children order toast in class and pay there and then unless the money has been brought direct to the office.  The Clerical officer reconciles money to the toast list.  TAs check distribution of toast.
Financial Procedures

The Financial Procedures are a set of operating guidelines and should be read in conjunction with the Schools Financial Internal Regulations and Procurement regulations.

Safe Insurance Limits: The insurance is through St Helens LA and the safe limit is up to £4,000.

Collection of Money:  Collection of money that is: - Dinner Money; Residential Trips, Educational visits, payment for Toast and Charity/Fund Raising.

All money that comes in from parents via their child is placed in a tin in the classroom by the member of staff and forwarded to the school office.  The tin is then opened by the clerical officer/office manager and distributed between the funds i.e. dinner money (LA); Residential Trips (LA), or direct to School fund.  The dinner money is then entered in to SIMS by the Clerical Officer/Office Manager and banked on a weekly basis 

The Trip monies are recorded and banked on a weekly basis, detailed breakdowns of monies taken are recorded on the back of the banking sheet.  In respect of Residential trips that are being paid over time a payments card is issued and updated every time a payment has been made.  The book is completed at the same time and this is banked on a weekly basis after being tallied with the cash and finance book.

Cheques through the post are entered in the postal remittance book and paid into the appropriate income code:

Educational Visits  
AARGA 9375

Nursery Snack 
AARGA 8010

Music Contribution  
AARGA 8137

General Income 
AAZAB 9600

Pupil Meals    

AAZAB 8031

Adult Meals   

AAZAB 8030

Pupil Milk

AAZAB 3016

After School Club
AARGC 8148

All monies are banked weekly.  Days of banking are varied in an attempt to safeguard both staff and monies.

Spot checks are carried out by the Head Teacher and income records countersigned when the spot check is carried out.

Safe Key Holders:  There are two safe keys, one held by the Office Manager and the other remains on site with the clerical officers, OM takes the key offsite on a nightly basis.  

FMS:  Only staff which administer and manage the School budget have a password to FMS, which is changed on a monthly basis.  Access is restricted.

Ordering Procedure

To enable orders and invoices to be processed without delay, please adhere to the following procedures

· All orders must be on a requisition form and the relevant cost centre identified. (If you are not sure of the cost centre and have been given a budget, see the Head Teacher)  

· All orders should be signed by the Head Teacher before processing and entering in to FMS. 

· Any single item over £200 to be accompanied with 3 quotes unless YPO is used 

· Any books ordered should show that the appropriate discount has been requested.

· Orders for anything relating to computers/software must go through Agilisys unless a saving can be identified by obtaining quotes from other sources.

· The back of the requisition form should be completed in all cases to show value for money.

· VAT returns are forwarded to the LA on a monthly basis as well as the other returns by the Office Manager.
· Bank reconciliation will also be produced on a monthly basis.
· If the invoice price is different from the order, then the budget holder will need to sign and indicate on the order and the invoice why there is a difference and if this has been agreed, before payment can be made. This should be supported by a brief narrative.

· All delivery notes of goods received should be signed and dated by the person receiving the goods at the school.

· Orders are entered on to FMS –The order is generated and signed by the Head Teacher/Deputy Head Teacher.

· On receipt of the goods they are checked by Clerical Officer/Office checks receipt and initials receipt of goods before they are distributed/staff informed.  The delivery notes placed with the order (subsequent invoice) in the folder within the.  

· When invoices are received for goods purchased they should be checked by Clerical Officer/Office Manager and processed within FMS. 

· If an order relates to an insurance claim, this should be clearly marked on the requisition form.

· Check and be aware that certain suppliers will charge delivery costs – these must be listed in your order and will be taken from your budget allocation.

· Invoices are entered on to the finance system usually on a weekly basis and cheques run off each week if appropriate.

· Grid Stamp - When completing the gird stamp the appropriate grid should be initialled by the individual processing the invoice..

· The final grid cell should be signed by two members of SLT.

· Cheques over £2,500 are required to have three signatures.  Invoices of this amount are to be processed by the Office Manager to ensure the correct number of signatures are received.

· Meter readings are taken at the end of each month by the Caretaker and the link website is completed by the Office Manager.

· All staff are invited to ask advice when ordering goods to obtain best service and value.

· Petty cash – this is limited to £40 per transaction wherever possible. Authorisation should be sought from the Head Teacher before any purchase is to made. All receipts to be passed to the Clerical Officer/Office Manager.  Petty cash is reconciled regularly .

· Cheques that arrive through the post included with monies banked.  Money and cheques are banked on a weekly basis. Paying In Slips are attached to the green income forms.  Copies are emailed to schoolsincomesection@sthelens.org.uk or posted via the black bag to Joanne Anders, Income Section.

· Invoices are raised by school when appropriate and held on a file – these are matched up to cheques/BACS arriving through the post or the budget monitor.  Reminders sent out/or phone calls if any remain outstanding.

Exceptions to the above procurement are Supply Agency’s, Examination Board’s, Utility and Service Providers that have gone through LA procurement routes such as reprographics, Gas and Electric Suppliers including maintenance of boilers and site equipment, Emergency repair works and YPO. 

This is not an exhaustive list however; the school should ensure that value for money is obtained.

ASSETS: All assets are entered in to Equipment Register within FMS, wherever possible all data is completed i.e. purchase cost, room allocation and member of staff.  To ensure the safety of the equipment, the equipment log will be produced for each year group and a check will be carried out by the member of staff for that Year Group.  An additional check will be made by the Clerical Officer responsible and countersigned by the Head Teacher.  All items above £50 which are desirable in nature will be added to the log.

For further information see the Internal Financial Regulations

Removal of equipment from site:  Laptops and iPads are all signed for by individual staff on an annual basis.  All items of value are within school, however, we understand that some items will be taken off site to support the Teaching and Learning of students; therefore if you wish to remove an item, details are logged in the school diary of equipment taken.  Details are then recorded when the items are brought back.  Both entries are countersigned by the Head Teacher or Office Manager.  

CHARGE CARD TRANSACTIONS (if applicable to the school)

· The Head Teacher is the named person to hold the credit card; the credit card is retained in the school in the safe at all times.

· The statement is reconciled, monthly, with FMS when receiving the bank statement.

· Clear records are to be retained for audit purposes.

Declaration of Interests

It is recommended by the Audit Commission, Ofsted and the DfE that a Register of Business Interests be maintained by the school.  As a minimum the DfE would expect Governors and staff to register any trade or profession along with direct interest in a company providing goods or services to the school that they or a member of their family may have involvement in.

As a minimum, those staff that have responsibility for managing school finances or significantly influence decisions on the school spending ought to complete the register.

We are requested to update this information on a regular basis and invite 

all staff to sign the register.  The register could include nil returns.

The register is kept in the school office and can be completed at anytime during the year.
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