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THE LEARNING TRUST FINANCIAL PROCEDURES MANUAL

INTRODUCTION

The purpose of this Financial Procedures Manual is to clearly define and document responsibilities and procedures for financial management of Hackney Schools.  Documentation is important as it informs those involved in the financial aspects of running Schools of what is expected of them, thus reducing the risk of procedures not being implemented properly.

There are also other benefits from producing such a document, namely:-

· Allows continuity and consistency in the absence or changes of key financial personnel.

· Documents the financial procedures and internal controls within those procedures.

· Documents decisions of the Governing Body.

· Reduces audit time in testing systems, procedures and controls, because they are properly recorded.

· Allows an opportunity to consider whether existing systems at Hackney meet School’s financial control objectives and whether the procedures are, in fact, being implemented in the way intended.
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SECTION 1

SCHOOL’S RESPONSIBILITIES

1 
Introduction
Organisational Structure

An important aspect of financial control is to have a clearly defined organisational structure firmly in place.  With this structure in place there should be well-identified lines of reporting for all operations that should be known by all staff.

The chart below shows the general organisation structure of a school with the arrows representing the general lines of communication:







2. General

The Governing Body Finance Committee, Head Teacher, Bursar, Finance Officer (FO) and Senior Admin Officer (SAO) should know what their respective responsibilities are in terms of the financial functions of the school.

3. The Head Teacher

The role of the Head includes:

a. the management of the School’s financial position at a strategic and operational level

b. the management of effective systems of internal control

c. the management of other financial issues

The Head Teacher is responsible for:

d. the provision of financial advice to the Governing Body

e. the design, implementation and supervision of financial control systems

f. the preparation and maintenance of accounts, reports and records as may be required by the Governing Body and The Learning Trust.

3.1
Note:  All returns to the Learning Trust must be signed by the Head Teacher

The Governing Body is responsible for ensuring that these requirements are implemented by making sure that the Head Teacher produces copies of the documentation with their signature at the Finance and Governing Body meetings.  It is the Headteacher that has ultimate executive responsibility to the Governing Body for the financial management of the school.

4. Allocation of responsibilities

This should be undertaken by the appointment of a Responsible Officer (RO), but schools are not obliged to appoint a RO.  (See item 8.)  This role is optional.  If appointed, the RO should issue written guidelines stating quite clearly the financial responsibilities of the Head Teacher, the Bursar, and other staff associated with finance.  The RO should sign both copies of the instructions along with the person fulfilling the duties.  A copy should be retained by the School and the other copy by the person carrying out the tasks.

5
The Finance Committee

5.1
The Governing Body should define terms of reference for the committee and the extent of its delegated authority.  The finance committee should produce minutes and copies of these must be circulated to members of the Governing Body.

5.2
The Finance Committee should meet at least termly.

6
Terms of Reference – Finance Committee

6.1
Examples of Terms of Reference for a Finance Committee can be seen in     

Appendix 1.

7 The Bursar, Finance Officer, Senior Administration Officer

7.1
The Bursar, Finance Officer (FO), or Senior Admin Officer (SAO) is responsible to the Head Teacher for the day to day financial responsibility of the School’s finances.

7.2 The Bursar, FO or SAO can be one of the following:

· A member of the school staff

· A specific individual in that post, and/or

· A brought in provider

7.3 The Governing Body must ensure that whoever takes on this role:

· Is suitably qualified and experienced

· Has sufficient resources to carry out the function Has time in which to effectively discharge their financial responsibilities

7.4 Further support if required may be purchased or brokered from the Learning Trust or an external provider.

7.5 Some of the main areas of responsibilities that are part of the role are:

· Supervision and production of financial management reports to the School Management, Governing body and Learning Trust in agreed format to agreed deadlines.

· Reconciliation of bank, VAT and suppliers accounts.

7.6 It is important that when drafting Job Descriptions for the role of the Finance Officer/Bursar that segregation of duties are taken into account (example Job Descriptions attached Appendix 4 a,b,c).   Effective segregation of duties supports internal controls and elimination of fraud and irregularities.

8 The Responsible Officer 

8.1
The Responsible Officer (RO) should ensure that the following processes are in place and that they are deemed to be effective to cover issues such as:

· the efficient, economical and effective management of resources and expenditure, including funds, assets, equipment and staff

· the introduction and maintenance of sound internal financial controls

· that financial considerations are taken fully into account prior to making decisions

Although the RO is responsible for providing assurance on financial issues and systems of internal controls, the RO is not directly responsible for the financial management of the school.

Practical guidance and a checklist for the key activities the RO should undertake on behalf of the Governing Body on the financial managements and the operation of financial and other control systems is attached.  A copy can be obtained on disc in Word format from The Learning Trust School Finance Team.

8.2 Who can be appointed in the Role of Responsible Officer:

The following people cannot be appointed in the position of RO:

· The Headteacher

· A member of the school staff

· The Chair of Governors

The following people can be appointed in the position of RO:

· Another governor, besides the Chair of Governors

· An individual outside the school community

8.3 The recognition of a professional qualification is not essential, however the person selected must be able to show that the responsibilities being undertaken are fully understood and the importance of the role is fully recognised.

9 Business Ethics

9.1 It is good practice each term to ask Governors to declare any business interests they may have.  This is to avoid any conflict of interest between an individual’s personal interest and those of the School.  A register should be kept of any interest expressed and details recorded in the meeting’s minutes. 

10      Computer Systems

10.1
Schools should have effective back-up procedures for:

· filing systems generally and access to information 

· data should be backed up regularly

· all back-up discs should be securely retained in a fireproof room and preferably off site.

10.2 Schools should have a recovery plan in the event of loss of accounting or financial data.

10.3 Passwords should not be disclosed and should be changed regularly.

10.4    Only authorised staff should have access to computer hardware and software for school management.

10.5 Schools should comply with the Data Protection Act 1984.

Appendix 1

Terms of Reference – Finance Committee

1. The committee will consist of at least four members of the Governing Body plus the Headteacher ex officio.

2. The members of the Committee shall elect a Chairperson from amongst the Governor members at their first meeting of the school year.  In the absence of the Chairman, members shall elect one of their numbers to take the Chair for that meeting.

3. The Committee shall not be quorate unless three members of the committee are present.

4. All Governor members of the Committee shall be entitled to vote and in cases where it is appropriate, the Chairperson shall have a second or casting vote.

5. Minutes of meetings will be made to record the names of those attending, time place, and any decision, action points or recommendations to be made to the Governing Body, clearly indicating which are decisions and which are recommendations.

6. Minutes will be circulated to all members of the Committee as soon as possible after the meeting and to all Governors with the agenda of the next management meeting of the Governing Body.

7. The Committee will consider matters as directed by the Chairperson of the Governors and take advice as and when appropriate from the Headteacher.

8. Members of the Committee should ensure that they have attended appropriate training courses, or seek to do so at the earliest possible time.

9. The Committee will meet at least termly, ideally in advance of the full Governing Body meetings, and at other times when appropriate and necessary.  In urgent situations where it is impractical to call a meeting of the Committee the Chairperson of the Committee may act on its behalf, but should report back to members as soon as possible.

10. The Committee and Officers will be appointed/reappointed on an annual basis at the first meeting of the Governing body in the academic year.  The terms of reference of the Committee will be reviewed and renewed annually at the first Governing Body meeting in the spring term of each academic year.

11.
To determine the Governing Body’s responsibilities in respect of financial management, in the context of the Local Management of Schools, and to establish a statement of financial policy to which the school must adhere.

12.
To review the statement of financial policy on an annual basis, in the light of changes in legislation or Local Authority Standing Orders and procedures.

13.
To consider the School Development Plan (SDP), as established by the Governing Body, and prepare a corresponding annual budget for approval by the full Governing Body.

14. 
To ensure that adherence to all financial controls and procedures, as stipulated by The Learning Trust; to ensure the probity of the school’s accounting procedures.

15.
To ensure that the school’s day-to-day financial management is established on firm principles of financial monitoring and control; to require monitoring reports of expenditure and income against the school’s delegated budget, form the Headteacher, at each of the Committee’s regular (termly) meetings; to review the school’s procedures for financial monitoring and control on an annual basis, and to liase with the Head Teacher on specific aspects of those procedures.  The committee is given the power to authorise virements not in excess of £5,000 for primary schools and £10,000 for secondary schools.  Requests for virements is excess of this amount be authorised by full Governing Body.  The Committee must, however, inform the Governing Body of all virements.

16.
The Committee may authorise expenditure for any single purchase up to and including an amount of £2,000 for primary schools and £5,000 for secondary schools.  Single purchases above this amount must be considered by the Committee in time with the Authority’s financial regulations, including those pertaining to tendering, and recommendations put to the full Governing Body for authorisation.

17. 
To ensure that the School Voluntary Fund and Governors Fund are managed with the same rigour as the public accounts; to arrange for annual audits on these accounts.

18.
To provide guidance to the Governing Body, and to the Head Teacher, on all matters relating to the school’s finances, as and when required, to correspondingly seek advice external to the school as and when required. 

19.
No virements between the budget heads without agreement of the Chairperson of the Finance Committee.

Signed :……………………………………(Chair of Governors) Date:……………
Appendix 2

Delegated Powers and other Responsibilities 

1.
The normal procedures and regulations appertaining to the full governing body shall also apply to the Committee.  On behalf of the governing body the Committee will have delegated powers to undertake the following duties:

a) To prepare and review the financial policy statements including long term financial plans with reference to the school staff and governor development plans and to provide guidance and assistance to the Headteacher and Governing Body on financial matters.

b) To consider the School’s Budget delegated by the Learning Trust and other revenue and to prepare appropriate draft budget proposals for the Governing Body to consider.

c) To monitor the spending against the School Budget and to ensure that expenditure remains with the prescribed limits.  This will involve consideration of the quarterly statements from the School Budget control system.  If no meeting the chairperson will review and report to the next Governing Body meeting.

d) To consider unplanned expenditure required in excess of £5000 and make appropriate recommendations to the full Governing Body.

e) To refer to the Director of Finance (The Learning Trust) bad debts accruing to the School in excess of £500.

f) Authority to open any bank account (private funds only) and to approve or vary signatories thereto.

g) To advise the Governing Body on such matters as:

i. The budget needed to run the School in accordance with the statutory requirements and the School Development Plan established by the Governing Body

ii. Ensure that the Governing Body’s financial policy and actions are in accordance with legislation and other statutory requirements.

iii. Prioritising on major items of expenditure.

iv. LMS, LMS review and the purchasing of services from the Learning Trust and elsewhere.

v. Monitor additional income from sources other than the Learning Trust.

vi. Drafting a charging policy for consideration by the Governing body and keeping it under review.

NOTE:  The Governors have formally delegated the day-to-day management of the budget to the Headteacher within spending limits agreed in the budget.

2.  
Budget Presentation

a. The Learning Trust normally publishes the school’s delegated budget share and devolved Standards Fund at the end of February preceding each financial year.  The Committee requires the Headteacher to submit a draft budgeting scheme in April for consideration by the Finance Committee.  The Finance Committee will require the Headteacher to demonstrate how the draft budget conforms to the School Development Plan as set by the Governing Body.  The Finance Committee will also require the Headteacher to provide an explanation of the assumptions behind his/her calculations for various estimates.  For example, the Finance Committee will require to know how many staff have been costed in, and for what period(s) within the financial year; the Finance Committee will require to know the reasoning behind utility estimates, maintenance works etc.

b. Should The Learning Trust supplement the delegated budget during the financial year, the Finance Committee will require the Headteacher to provide options for the Finance Committee’s consideration as to how the supplements are to be used.  This is to be done at the next available meeting, unless the Headteacher deems that an emergency meeting needs to be called.

c. The Finance Committee will present the finalised budget to the Governing Body for ratification by the end of the summer term and will inform the Governing Body of how it proposes to utilise any supplements to the budget.

3. Budget Monitoring and Control

a. The Head Teacher will be asked to present twice-termly financial statements to the Committee showing:

i. the current level of expenditure (net of income) and commitments

ii. the projected level of expenditure (net of income) and commitments  for the full financial year

iii. the current budgetary provision, and

iv. any difference between ii and iii, whether an over-or-under-spend

for each of the budget headings presented in the budget.  The Headteacher must also provide an explanation of the assumptions behind his/her calculations, particularly where the difference exceeds 5% or £5,000 (whichever is the smaller) of the current budgetary provision.  If the 5% /£5,000 trigger is exceeded the Headteacher must also present options for action for each of the affected headings, for the consideration of the Finance Committee.

b. The Headteacher may perform virements between headings in the delegated budget of up to and including £5,000 for primary schools and £10,000 for secondary schools, but must report such virements to the next available meeting of the Finance Committee.  Virements greater than this and not exceeding £5,000 for primary schools and £10,000 for secondary schools must be approved by the Finance Committee before they are performed.  All virements will be reported to the full Governing Body at the next available meeting.

c. The Headteacher may initiate expenditure for any single purchase up to and including an amount of £2,000 for primary schools and £5,000 for secondary schools, but must report any single purchase exceeding £2,000 to the Finance Committee.  The Head Teacher must do so in accordance with the Authority’s standing orders.  For amounts in excess of £2,000 for primary schools and £5,000 for secondary schools the Head Teacher must submit a request to the Finance Committee for consideration, submitting any written quotations or written tenders (for amounts exceeding £15,000).  The Finance Committee will consider the written quotations/tenders and make recommendations to the full governing body for authorisation.

d. The Finance Committee delegates responsibility to the Headteacher to establish efficient and effective systems for day-to-day procedures for making purchases and/or generating income, and robust systems of accounting in accordance with the Authority’s financial regulations.  The Finance Committee requires the Headteacher to provide written procedural notes to all staff making purchases, and to copy these to the Committee.

4. The School Fund

a.
The Finance Committee requires the Head to provide statements of accounts on each of these accounts at its monthly meetings.

b. The accounting procedures are to be managed by the Head and must be administered with the same rigour as the public accounts.

c. The Finance Committee will arrange for annual audits of both accounts.

Signed:……………………………….(Chair of Governors)  Date…………………

Appendix 3

Responsible Officers Checklist and Record Log

For the year ended 31 March 200..

	
	Apr
	May
	Jun
	July
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	Monthly

	
	
	
	
	
	
	
	
	
	
	
	

	Ensure bank reconciliations have been carried out on all public bank accounts and that these agree to the cash book and bank statements.  Check a sample of reconciling items for validity.
	
	
	
	
	
	
	
	
	
	
	
	

	Review monthly payroll prints and ensure entries have been posted to the accounting records and any changes have been appropriately authorised.
	
	
	
	
	
	
	
	
	
	
	
	

	Check/ensure the monthly creditor and debtor control accounts agree with the individual listings of creditors and debtors and review ageing of outstanding items.
	
	
	
	
	
	
	
	
	
	
	
	

	Termly/Quarterly
	
	
	
	
	
	
	
	
	
	
	
	

	Check a sample of individual payroll entries to school records to ensure payment details are correct.
	
	
	
	
	
	
	
	
	
	
	
	


	Termly/Quarterly Cont’d
	Apr
	May
	Jun
	July
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	Review the inventory and physically verify sample of fixed assets.
	
	
	
	
	
	
	
	
	
	
	
	

	Ensure that all delegated budgets applied for have been received and have been correctly recorded and classified.
	
	
	
	
	
	
	
	
	
	
	
	

	Check a sample of orders to delivery notes and purchase invoices to ensure the documentation is complete, and has been appropriately checked and authorised.
	
	
	
	
	
	
	
	
	
	
	
	

	Check a sample of payments back to invoices, orders and delivery notes to confirm they are bona fide purchases.
	
	
	
	
	
	
	
	
	
	
	
	

	Review the procedures for the receipt and banking of income, authorisation and payment of cheques and ensure such procedures are in accordance with the school’s stated financial procedures and bank mandate.
	
	
	
	
	
	
	
	
	
	
	
	

	Review a sample of expense claims to ensure there is appropriate documentation to support the claim.  Ensure each claim has been appropriately authorised.
	
	
	
	
	
	
	
	
	
	
	
	

	Review the financial monitoring returns sent to the Learning Trust and ensure the information is prepared on the correct basis and is consistent with the underlying accounting records and internal management reports.

	
	
	
	
	
	
	
	
	
	
	
	


	Termly/Quarterly Cont’d
	Apr
	May
	Jun
	July
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	Ensure the Finance Committee and school management discuss the budget regularly and are aware of the reasons for budget v actual variances and of the remedial actions proposed.  Ensure the mechanism for reporting financial information to all members of the governing body is appropriate and timely.
	
	
	
	
	
	
	
	
	
	
	
	

	Review the school’s progress with the implementation of recommendations made by the internal auditors in their report.
	
	
	
	
	
	
	
	
	
	
	
	

	Carry out spot counts on petty cash balances and ensure petty cash vouchers are appropriately authorised with supporting documentation for expenditure and income receipts.
	
	
	
	
	
	
	
	
	
	
	
	

	Ensure that all major contracts are reviewed and that tender procedures are being adhered to.
	
	
	
	
	
	
	
	
	
	
	
	

	Ensure that security controls over access to the computer system are adequate.
	
	
	
	
	
	
	
	
	
	
	
	

	Review minutes of the Finance Committee and Governors meetings.
	
	
	
	
	
	
	
	
	
	
	
	

	Annually


	
	
	
	
	
	
	
	
	
	
	
	

	Ensure the school’s financial procedures manual is up to date and reflects current systems and practice.
	
	
	
	
	
	
	
	
	
	
	
	


	Annually cont’d
	Apr
	May
	Jun
	July
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	Ensure the register of Business Interests is maintained and up to date.
	
	
	
	
	
	
	
	
	
	
	
	

	Ensure that there is adequate insurance cover in place.
	
	
	
	
	
	
	
	
	
	
	
	

	Ensure the school has adequate procedures for the protection and back-up of its financial records.
	
	
	
	
	
	
	
	
	
	
	
	

	Ensure that the school has adequate procedures for the protection and back-up of its financial records.
	
	
	
	
	
	
	
	
	
	
	
	

	Ensure that the school has written terms of reference for all of its governing body committees, setting out their roles, their relationship with the governing body and other committees and their decision making powers including financial delegation.
	
	
	
	
	
	
	
	
	
	
	
	


Reporting and Evidencing Review

The Responsible Officer should initial and date all documents, reconciliation’s and reports as evidence of review and record the date of the school visit in the above log.

If the Responsible Officer notes any errors or discrepancies these should be brought to the attention of the finance staff and/or the Headteacher.  If the errors are significant, the Responsible Officer should consider reporting them to the governing body.

The Responsible Officer should consider reporting to the governing body on a regular basis but as a minimum provide a summary report annually.

Appendix 4a

SAMPLE PERSON SPECIFICATION

1. IT Skills
· Word-processing and typing skills (50 w.p.m)

· Good understanding of databases – including ability to use databases to produce reports and statistics.

· Experience in using finance/accounting systems. 

2. Administrative skills

· Experience of using and maintaining and developing administrative systems

· Ability to find solutions to administrative problems.

3. Communication Skills

· Ability to develop good relations with staff and pupils.
· Ability to produce clear reports and do presentations.
4. Excellent numerical/economics skills

· Budget management skills
· Ability to produce and explain financial statistics.
5. Managerial skills

· Ability to set objectives for administrative staff, and to ensure the smooth running of the school office.
6. Human Resources Issues

· Experience of carrying out administrative tasks associated with interviewing, recruiting and advising on Human Resources issues.

Appendix 4b

SAMPLE JOB PROFILE

Post title

Bursar

Responsible to:
The Headteacher

JOB SUMMARY

To manage the administrative function and to maintain systems to facilitate effective financial control within the school.

DUTIES AND RESPONSIBILTIES

Managing support staff

· To lead and co-ordinate the efficient operation of the school administrative systems.

· To liaise with the Headteacher in the setting of aims and objectives for all support staff, ensuring they are met to the required standard and to predetermined time scales.

Maintaining and using Human Resources details

· To assist in the provision of first line human resources management for all staff, in accordance with Borough school guidelines and agreed procedures, including recruitment, interviews, leave and advice on conditions of service.

· To monitor sickness absence and other forms of leave, and produce appropriate statistical data.

· To ensure that all computerised staff and student records are kept accurately and comply with the requirements of the Data Protection legislation.

Dealing with staff’s pay

· To liaise with payroll to resolve all salary queries for support and teaching staff and authorise staff absence returns where appropriate.

Dealing with accounting systems

· To ensure that appropriate systems of accountancy are in place in the school.

· To monitor all budget holder accounts.

Producing Reports and Budgets and giving advice

· In conjunction with the Headteacher, to prepare the annual budgets for approval by the Governing Body.

· To prepare termly expenditure accounts for presentation to the Headteacher and Governing Body.

· To assist in the preparation of statistics and return of information to the London Borough of Hackney and external bodies e.g. DfEE. 

· To provide advice and support to the Governing Body on resource planning and income generation, and on the school’s overall finance. To clerk, as necessary, meetings of the Governing Body.

· To prepare reports, financial statements and minutes of meetings as required.

Responsibility for the receipt, safekeeping and banking of all monies received by the school. 

· To arrange audits, ensure maximum return on investments, act as a cheque signatory and control petty cash.

· To co-ordinate the purchase of goods and supplies, ensuring that the school obtains best possible value for money from suppliers and contractors.

· In conjunction with the Headteacher, to manage income generating activities of the school, with particular responsibility for premises lettings. 

Health and Safety

· To co-ordinate all matters relating to Health and Safety and report them to the Headteacher where necessary.

· Any other duties commensurate with the grading for the post.

The post holder will be expected to work flexibly and carry out all duties in the context and in compliance with all the School’s policies and procedures and in compliance with the London Borough of Hackney’s Equal Opportunities Policies and Code of Conduct.

Appendix 4c

SAMPLE JOB DESCRIPTION

Post                          Finance Manager/Bursar Grade 

JOB SUMMARY 

To manage the administrative function and to maintain systems to facilitate effective financial control within the school. 

PRINCIPAL ACCOUNTABILITIES 

1 .    
Maintaining the school's financial systems and accounts. 

2.
Managing the school's administrative and secretarial functions. 

3.
Maintaining the school's database on pupils and staff. 

4.     
Assisting in the management of the school premises. 

JOB CONTENT

Main duties and responsibilities are indicated here. Other duties of an appropriate level and nature will also be required.

1.     Maintenance of the school's financial and accountancy systems, including: 

· In conjunction with the Headteacher, preparation of the annual budget for approval by the Governing Body 

· Preparation of termly expenditure accounts for presentation to the Headteacher and Governing Body 

· Ensuring timely production and issue of financial reports and returns as required by the LEA. 

· Responsibility for the school's accounting procedures, including arrangement of audits, ensuring maximum return on investments, acting as a cheque signatory and controlling petty cash 

· Liaising with payroll provider regarding the correct payment of staff salaries, including the administration of claims for travel, overtime, etc. 

· Co-ordinating the purchase of goods and supplies, ensuring that the school obtains best possible value for money from suppliers and contractors 

· To have overall responsibility for the receipt, safekeeping and banking of all monies received by the school 

· In conjunction with the Headteacher, to manage income generating activities of the school

2.   Managing the school's administrative and secretarial function, including: 

· Responsibility for the school's support staff, including arrangement of appropriate training and    development of same

· In conjunction with the Headteacher, managing the process of recruitment and selection of support staff 

· Co-ordinating the work of the office staff, ensuring efficient running of the school office 

3.     To act as Systems Manager for the administrative computer network and being responsible for the security of data and access rights to the system. Identifying developments for the use of I.T. to improve effectiveness of school administration. 

4.   Assisting in the management of the school premises, including: 

· Managing income from premises lettings to outside bodies 

· In liaison with the Premises Officer/Site Manager, responsibility for buildings maintenance, furniture and equipment, ensuring security and repair. 

· Overseeing the school's caretaking and cleaning, including quality control 

JOB CONTEXT 

Reports to:      
The Headteacher 

Supervises:    
The school's support staff 

Contacts:
The Headteacher, Senior Managers, other school staff, pupils, Governing 


Body, the LEA, other outside bodies such as building contractors, etc. 

Financial Responsibility:  Maintenance and monitoring of the school's public and non-public funds 

Key Organisational Objectives:

The postholder will contribute to the school's objectives in service delivery by: 

· Enactment of Health and Safety requirements and initiatives as directed 

· Ensuring compliance with Data Protection legislation 

· At all times operating within the School's Equal Opportunities framework 

· Commitment and contribution to improving standards for pupils as appropriate. 

Conditions of Service: 

Governed by the National Agreement on Pay and Conditions of Service, supplemented by local conditions as appropriate. 

Special Conditions of Service: 

The postholder may be required to work outside of normal school hours on occasion (e.g., to attend Finance Committee meetings, Governing Body meetings, etc).

SECTION 2

ORDERING AND PURCHASING
1. The Need for Controls in the System

No system is infallible or immune from abuse.  It is important therefore that safeguards are implemented to ensure that the School budget is:

1.1 Used for only goods and services that benefit, whether directly or indirectly, the education for students in the School.

1.2 Used effectively and economically and value for money is obtained.

To underpin these objectives, a series of controls need to be implemented at crucial points along the ordering and delivery process.  These include such areas as:

i. Proper authorisation of orders.

ii. Procedures to ensure that satisfactory delivery, checking and recording of goods takes place; and

iii. Adequate monitoring of expenditure to ensure that it is contained within budget.

Purchasing Procedures Flowchart








2.
Ordering of Goods
2.1 Authorisation.

2.2 Arrangements should be made to restrict the entitlement to order goods and   services and to authorise orders to named individuals

2.3 In approving orders, the Budget Holder should be satisfied that:

i. The goods or services are necessary and appropriate for their intended purposes.

ii. The School does not already have similar goods or equipment, which could be better utilised.

iii. There are sufficient uncommitted resources available to fund the purchase.

iv.
That value for money is being obtained.
Note:
 It is not a good idea to place orders by telephone.  If this situation does arise, it is important that an official order number is quoted to the supplier and that a written numbered purchase order is posted to the supplier within 24 hours marked “Confirmation”.  If an order is not raised this can result in some problems of duplicate payments.

The Budget Manager should sign the order.

2.4 Raising an Order

i. The Budget Holder must sign all orders in ink in the box provided.

ii. All orders are checked against the budget by the Bursar, Finance Officer (FO), Senior Admin Officer (SAO) to see if funds are available to cover the purchase.

iii. Should funds not be available the order will be returned to the Budget Holder; negotiation with Head teacher if needed should be justified as to how funds have been over spent (price increases, etc.)

iv. If funds are available the order will be raised and countersigned by the Bursar, FO, SAO.

v.  
The Bursar, FO, SAO will input the data from the form onto the relevant finance package as given to him/her by the Budget Holder.  An order will be raised which should consist of three parts:
Copy 1: top copy to supplier

Copy 2: to be placed in relevant cost centre file

Copy 3: to be returned to Budget Holder as evidence of purchase being produced. 

2.5
For Schools that still use a manual ordering system, the same procedure should be used regarding the distribution of the copy orders.

Appendix 1 and 2

1.6 Manual order books can be obtained form The Learning Trust by sending in a request on official school stationery to the Schools Finance Team.

2.7 
Where appropriate (eg. A major item of expenditure) the requisitions should be accompanied by details of three competitive quotes from suppliers (including the intended supplier) to demonstrate value for money has been obtained.  It should be noted that for any non pay expenditure of £12,000 and over (excluding vat), the Governing Body would need to be consulted for their decision.

2.8 Where a member of staff intends to buy goods directly from their personal funds, prior approval should be sought from their Budget Holder.  Once approval has been given a Form A should be raised by the Budget Holder and passed to the Bursar, FO, SAO for processing.  The same procedures apply as detailed in 2.2.1 above.  

2.9 When placing orders, the following information (where appropriate) should be included:

i. Specification of requirements

ii. Quantity required

iii. Name of school, delivery date and address:- the address should always be the school address

iv. Contact person’s name and telephone number

v. Date of issue

vi. All relevant prices and quotations, including any VAT elements

vii. Name and address of supplier and suppliers’ reference where applicable.

2.10 Staff should always remember to obtain a receipt when purchasing goods from their own personal finances.  The receipt will need to be produced when claiming back the expense.

2.11 Should a member of staff purchase goods from their own funds without prior approval no guarantee can be given for reimbursement unless in extreme circumstances.

2.12 When orders are placed onto the School’s SIMS or KEYS computerised accounting package, the system generates a commitment.  The commitment outstanding reduces or is eliminated once the invoice is received and inputted onto the system.  The computerised system generates a unique number for each order inputted onto the system.

2.13
There is a real danger when a member of staff bypasses the School’s financial procedures, an overspending situation may occur if not to the individual cost centre, but to the school budget as a whole.

2.14
Reimbursement of funds for goods purchased over the sum of twenty five pounds will be by cheque only.

3. Receipt of Goods

3.1 In most cases a member of staff from the General Office Admin Team signs for all goods on arrival and checks purely the number of parcels.  The original delivery note is then passed onto the Bursar, FO, SAO and a copy is given to the relevant Budget Holder to notify that the goods have arrived and for them to check if the items/quantities are correct.  In cases where the parcel is heavy, a member of the Admin Team notifies a member of the premises staff who will arrange delivery to Budget Holder.

3.2
The delivery notes are an essential part of the audit trail and are usually within the packing box.
It is the responsibility of the Budget Holder to ensure that all delivery notes are passed onto the Bursar, FO, and SAO once the following checks have been carried out:

· The good received are those that were ordered and they are of acceptable quality and complete when compared with the delivery note:

· Sign the delivery note to confirm that the goods have been received.

3.3
 Where partial delivery has occurred, the delivery note should be copied and   placed with the original order and also matched to invoice for payment.    When the balance of the order is delivered, the same process is applied.

3.4 There is a requirement that a single item over the sum of £50 should be entered into the departmental stock book, a copy of which is available from the relevant Budget Holder.

4.  Return of Goods

4.1 The school should have a clear policy on the return of unsatisfactory goods.

4.2 The carrier/supplier should be notified promptly of any shortages or rejected items.

4.3 Any goods returned should be recorded clearly on the delivery note and copy order.

4.4 It is a good idea to maintain a “returns book” to further document the return to the supplier.  

5. Authorisation/Payment of Invoices

5.1
All invoices must be certified by the Budget Holder and the Bursar, FO, SAO as evidence that the expenditure has been authorised and that the goods have been examined as to the quality, services received, quantity and that the invoice has not been paid before.  Invoices should be endorsed with a stamp for this purpose.  A suggestion would be for schools to purchase a rubber stamp that sets out the signatures required before payment can be made.  When processing the invoice, it should be stamped on the back to allow the necessary authorisation of signatures to be entered.  An example of such a stamp is shown below:


5.2
The person responsible for making payment on an approved invoice should not be the person who authorises the invoice for payment, wherever possible.

5.3
As a precautionary measure, whenever possible payments should be made before the receipt of goods.

a. Invoices must be checked against orders before being paid.

b. Invoices must have an official order number in order to be paid.  

c. On no account must payments be made against a supplier statement.  A statement is to be used for information only and nothing else.
d. Mark the schools copy order “paid” with the date and cheque number and move it into the “paid” file as soon as you send the cheque.

e. Staff authorised by the Budget Holder to purchase goods or pay for services on behalf of the School may do so by using credit cards, cash or personal cheques.  However, reimbursement should only be made upon production of a receipt or invoice.  Note if a receipt is produced a description of the goods purchased should be shown.

f. All invoices will show the name of the cost centre incurring the expenditure and the expenditure ledger code.  The signature of the Budget Holder and the Finance Assistant will be required on each invoice prior to payment.

g. Where payment is made to a contractor who is employing staff it is important to check the contractor holds a valid 714 Certificate.  If there is no certificate, income tax must be deducted from payment and NI paid.  (For further information, please contract London Borough of Hackney, Core Finance Section.)

h. All cheque payments require any two of the authorised signatories.  Invoices must be shown to the signatories at the stage when the cheque is to be signed.

i. Copies of all invoices, delivery notes and orders must be retained for audit purposes.  Invoices must be kept for seven years and should be easily accessible if required within this period.

6. Entry of information on School Financial Systems

6.1 The Financial Officer must ensure that once a cheque has been produced that the information relating to the cheque number, amount, supplier and date are entered on the school’s computerised system.  This is important as this information is used as part of the school’s reconciliation returns.

7 Account Queries

7.1 If a supplier states that payment has not been made against an invoice that your records show has been paid, the supplier should initially be asked to check their records.  Give the supplier details of your cheque number and date sent.

7.2 If the supplier continues to maintain non-receipt of payment, you should check your bank statement to see whether the cheque has been cashed.  If the cheque has not been cashed, contact the bank and get the cheque stopped.  Inform the supplier of the steps you have taken.  Once confirmed the cheque is cancelled, process a replacement cheque.

8 Stock Checking

8.1 It is the responsibility of all Budget Holders to ensure that a yearly stock check is carried out during the summer term.  Any missing items have to be reported to the Governing Body.

8.2 Any item of a disposable value of £500 or less may be disposed of on the authorisation of the governing body.  However, the proviso must be that the item must be obsolete or surplus to requirements.  Where the disposable value exceeds £500 a report has to be submitted to the governing body stating the reasons and suggesting a method of its disposal.

8.3 Sales of surplus or obsolete items shall be by public tender except where the School is unlikely to receive £500 or less.  Alternatively, the governors may wish to consult with the Learning Trust to see if it would be in the financial interest of the School to dispose of the equipment by other means.

8.4 Disposal of surplus or obsolete items directly to a School the Trust need to be informed.

For further information on stock checking, please see section 6 – Asset Management.

Appendix 1
(SCHOOL NAME)

INTERNAL FORM A – LOCAL PURCHASE

STAFF TO COMPLETE:



FINANCE TO COMPLETE:

Cost Centre …………………………………….
Voucher No …………………………………

Name ……………………………………………
Order No ……………………………………..

Tel Ext …………………………………………...
Budget Exp Code ……………………………

STAFF TO COMPLETE:

Description






   Quantity

     Total

	
	
	


AUTHORISING OFFICERS TO COMPLETE:

Signed Cost Centre Manager ……………………………………………………………………...

Signed Bursar, Finance Officer, SAO as appropriate …………………………………………...

STAFF TO COMPLETE:

I require cheque/cash reimbursement. (Delete as appropriate)  

If a cheque is required, please print in block capital name of payee

…………………………………………………………………………………………………………
Appendix 2

(SCHOOL NAME)

INTERNAL FORM B – SUPPLIES AND SERVICES – REQUEST FORM
Supplier Name…………………………………………………………………………………………………

Address..……………………………………………………………………………………………..

……….…..……………………………………………………………………………………………

Telephone No……………………………...      Fax No……………………………………………

STAFF TO COMPLETE:

Cost Centre …………………………………    Budget Holder ..…………………………………

	Exp Code
	Item Code
	Description
	Price
	Quantity
	Total

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Grand Total:
	


Signed by Cost Centre Manager …………………………………………………………………..

Date ………………………………………………….

Signed by SAO ………………………………………………………………………………………

Date ………………………………………………….

Order No………………………………………….…………………………………………………..

SECTION 3

INCOME AND COLLECTION

1. General

1.1 Income may be generated subject to the provisions of the Education Act 1996.

2. Sources of Income

2.1 Schools can earn income from various sources, including:

· Fees and charges

· Lettings

· Fund raising activities

· The sale of assets

3. Invoicing

3.1 Invoices should be issued when cash income is not collected in advance of when service is delivered.

3.2 Where possible there should be a separation of duties between the following steps when dealing with income:

· Deciding the amount due

· Raising an invoice

· Amendments to invoices

· Receipt of income

· Recording of receipts

· Banking of receipts

3.3 The school should set up its own invoicing procedures that will satisfy its own particular needs.

3.4 All invoices sent out by schools should include the following details:

· School name and address

· Name and address of customer

· Date of issue

· Details of goods/services being supplied, so it is clear to both parties what is being paid for

· The amount due, including gross, net and VAT amounts charged for goods/services supplied

· When payment is due

· A sequential invoice number for ease of identification

· School’s VAT registration number, so VAT can be claimed back by school

· A contact name with telephone number so that customers can sort out any queries

· Details of how to pay invoice

Amending/Altering an invoice

3.5 Amendments should not be carried out on invoices.  Rather, the existing invoice should be cancelled and a new invoice issued.

3.6 It is good practice to keep a register of all amendments made.

4. Administration Procedures for the collection

4.1 Procedures should exist for the administration of receipts from all sources.

4.2 Receipts direct to the bank and cheques may only require recording in the school records whereas other monies received, over a certain level, should be acknowledged by an official, prenumbered receipt.

Different Ways of Collecting Income

	Receiving Income at the School location

General Information

Cash

· Collecting cash, although sometimes necessary carries high security risks and should thus be handled with care

· Never take the cash home

· Customers should never send cash income by post

· Have effective arrangements for holding it in a secure place before it is banked

· Have secure arrangements for taking cash to the bank

· Bank cash income as soon as possible after it is received to reduce the risk of theft

· If large sums of money need to be banked the school could arrange for a security service to be used

· Cash income should be paid into your bank account intact i.e. no money should be withheld for petty cash or other expenses

Cheques

· Probably the most usual form of income a school will receive

· Most significant risk related to cheque payments is that cheques can be dishonoured or bounced

· Practical precautions that could be taken to prevent cheques from bouncing include:

-Checking that information on the cheque is correct i.e. words and figures agree, signature is valid, cheque made payable for the correct amount etc.

-Making the cheque easier to trace if it bounces, by writing the invoice number, receipt number, name of child (if applicable) and the bank account number in which it will be paid on the back of the cheque

-Asking for a cheque guarantee card when receiving cheques from members of the public as guaranteed cheques do not bounce provided the value of the cheque does not exceed the limit on the card

-Only accepting one cheque per transaction, as a guarantee card only guarantees one cheque

-Writing the card number and expiry date on the back of the cheque when asking for a cheque guarantee card

-Not accepting cheques without a guarantee card from a customer whose payments have bounced in the past

-Never accepting post dated cheques

· Cheques may be sent by post or paid at the school location

· All practical precautions should be taken to prevent cheques from bouncing


The table below shows some possible ways that a school can collect income:

5. Authorising and Issuing Of Income Receipts

5.1 The receipt of cash may involve many staff who should be aware of their responsibilities.

5.2 All cash transactions should be properly documented and receipted, including transfers between members of staff.

It is good practice to issue receipts for all income collected by the school.  The school can choose what type of receipt it wishes to issue.  Types of receipts a school can issue as follows:

· Computer generated receipts

· Manually completed receipts

· Pre-printed forms

5.3 Issue of receipts should be controlled by those authorised to do so.

5.4 Receipts should be official and sequential.

5.5 The minimum amount of information that should be contained in a receipt is as follows:

· The school’s name

· The amount received (Gross, Net and VAT)

· A description of the income

· A unique reference number

· The school’s VAT registration number

5.6 Copies of receipts must be kept.

6. Banking Income Collected

6.1 A school is responsible for the safe custody of any income collected until it has been banked.  Thus, secure storage of any income collected must be arranged.  If cash holdings are likely to be substantial, schools should consider appropriate insurance cover.

6.2 Income must never be taken home for any reason.

6.3 Income should be banked as soon as possible after it has been received to reduce the risk of theft.

6.4 For security reasons, schools need to record all income and deposits at the bank.  For cheques, this would include recording all details of the cheque itself, such as the cheque number, the amount, the drawer etc.  The income records must then be reconciled with the bank deposit records on a regular basis.  Any discrepancies should be recorded and immediately investigated.

6.5 Using a paying in book is an easy way to maintain full records of deposits.  It is very good way of recording bank deposits for a number of reasons.

· The book is pre-printed with all school bank details which ensures that money is paid into the correct account

· The bank requires that all cheques being paid in are listed on the back of the paying slip.  This will include details such as the payee, the drawer and the amount of the cheque

7. Voluntary Funds

7.1 Schools have safe and efficient systems for the custody and control of voluntary funds under the control of the governing body, including:

· The appointment of a treasurer and an independent auditor

· An annual audit of accounts

· Two authorised signatures on the accounts

· The submission of annual accounts and a report thereon, to the governing body

· Copying the audited accounts to the Learning Trust

· Establishing adequate insurance arrangements e.g. fidelity guarantee insurance

· Proper separation of voluntary funds and related records from official School funds

SECTION 4

PETTY CASH PROCEDURES

Purpose and Use

Petty cash disbursements should be used only for small incidental expenditures and not as a method to bypass the Schools’ Accounts Payable or Schools’ Purchasing Systems.

The purpose of petty cash is to enable teachers and other members of staff to pay cash for minor expenditure relating to curriculum purchases, travel and other ad-hoc payments relating to classroom/school expenditure. It is designed for small incidental expenses when it is infeasible or impractical to use normal purchasing means.

NOTE:  The use of petty cash should not replace the general purchasing process.

1.General

The Head Teacher is responsible for nominating a float-holder and deputy, for the management of the petty cash. The Head Teacher is also responsible for informing the School’s Management Team of any changes to the float-holders.  The deputy will cover the duties of the float-holder during holidays or sickness etc. and can also present or collect the float reimbursement at any time.

1. A petty cash float is advanced to a nominated float-holder who is responsible for ensuring that these procedures are followed.

2. The petty cash float must be kept in a secure location where the room can be locked.  Where possible the petty cash float should be kept in a safe or a lockable cupboard. 

3. The following general restrictions apply to the use of the petty cash float:

· Petty cash must not be used to cash personal cheques

· Salaries and wages must not be paid through petty cash

· Petty cash must not be topped up from the school’s income, instead all cash and cheques received on behalf of the school should be banked intact

4. Petty cash is to be used only for reimbursing small amounts of necessary expenditure up to a specified maximum amount. (As a guideline, reimbursements of under £25 to be paid in cash and reimbursements of over £25 by cheque). The School’s Governing Body has, the authority to change the limit for petty cash claims.

5. Currently a claim from petty cash must not exceed £30, and any claim over £30 will be reimbursed under the procedures for expenses.  Expenditure amounting to more than £30 must not be dispersed across more than one claim.

6. As a general rule, reimbursement should be made only if receipts are supplied.  If a receipt is not available then a signed explanatory voucher must be completed and this then has to be agreed and countersigned by the Head Teacher before any reimbursements can be made.

7. The float holder must ensure that records are kept which show the nature of the expenditure.  The claimant should complete a Petty cash reimbursement form attaching the receipts and obtaining the approval of an Authorised Signatory.  The claim should be reimbursed by the float-holder only after it has been approved. (Petty Cash Reimbursement form - Appendix 1)

8. At any time, the total of cash remaining plus the receipts and/or vouchers for reimbursements should be the same as the total float. Any discrepancies found should be investigated and corrected, if this is not possible the Head Teacher needs informed in writing. 

9. At the end of each financial year, the float holder will be asked to confirm the float held. (Information to be supplied in conjunction with year end statement).

10. The Head Teacher is responsible for ensuring that the float is checked regularly.

11. When replenishing the float the amount requested should equal the total of the receipts and should bring the float back to its full total.

12. Petty cash floats must be replenished regularly, at least once each month.  This will maintain the level of the float that the School requires.

13. All petty cash float reimbursements must be reconciled before the float can be ‘topped up’ with supporting documents with the claim forms and receipts attached to it.  The school’s Bursar/Finance Officer should keep a copy of the form. (Petty cash summary sheet  - Appendix 2)

14. It is the duty of the float-holder or deputy to present and collect the reimbursement.  The float reimbursement will be issued only to one of the named individuals.

15. At the end of each financial year the float must be replenished and forms presented to the Learning Trust for the year-end.  This will ensure that expenditure is shown in the correct year.

16. Where it has been agreed with the Head Teacher that cash payments can be made for expenses (e.g. to experimental subjects), an advance on petty cash should be requested from the float holder at least one week before it is required.

17. The float should always be the same amount and must be verified at the end of each working day.  The balance of the cash will be the cash collected during the day, and this balance should be reconciled to the receipts before being banked.

Appendix 1

PETTY CASH REIMBURSEMENT FORM

Please complete and return with receipts attached

Cash Only:

Payments up to £25.00

Cheque only:

Payments over £25.00

NAME OF CLAIMANT: ……………………………………………………………………………..

(Please print in block capitals)

	Cost Code
	Description
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	









TOTAL AMOUNT OF CLAIM

Signature by Claimant ……………………...………………………….  Date …………………...

Reimbursement Approved By:

Signature ………………………………………………………………...  Date …………………..

Print Name ………………………………………………………………

Payment by: (please tick as appropriate)



Cheque











Cash

Appendix 2

PETTY CASH SUMMARY SHEET

Week Ending…………………………………….

	Date
	Name of Claimant
	Brief Description
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	











     TOTAL




Recorded by:

Signature ……………………………….……….………………..  Date …………………………

Print Name ……………………………………………………….

Checked by:

Signature ……………………………….……….………………..  Date …………………………

Print Name ……………………………………………………….

SECTION 5

REPORTING REQUIREMENTS
1
General
1.1
Schools are required to submit regular reports based on the income and expenditure.  Legislation effective from 1st January 2003 stipulated that LEA’s/The Learning Trust give schools the option to report either monthly or quarterly.

1.2
The Learning Trust has adopted a policy that schools are encouraged to submit returns on a monthly basis.

1.3
This will require all schools to submit their financial returns by the 15th of each month.

1.4
All returns must be signed by the Head Teacher.

2 Checklist of information required by the Learning Trust from Schools:

2.1
Schools using RM Cash Accounting/KEYS

Full Analysis Listing

Budget Vs Actual Vs Committed with % Spent

Budget Account Actual Expenditure

Bank Reconciliation 

Account Balance Statement (1) School Bank and (2) Petty Cash

Reconciliation Report School Bank

Bank Statement

Unreconciled Transactions

All Transactions

VAT Reimbursement Claim Form

2.2
Schools using SIMS

CFR Total Budget

CFR Delegated Cumulative Budget

CFR Monthly Budget

CFR Standards Total Budget

CFR Standards Cumulative Budget

CFR Standards Monthly Budget

Bank Reconciliation

Bank Reconciliation – Unreconciled Items

Bank Statement

VAT Submittal 

VAT Summary Sheet

If possible some schools have a combined report for CFR Delegated and Standards Fund.  If this is the case, there may not be a separate Standards Fund report.

3
Compiling Bank Reconciliation
3.1
A bank reconciliation compares the balance of cash in the school’s records to the balance held at the bank.  Differences between the school’s balance in their cashbook and the balance of funds reflected on the bank statement should only be due to timing differences.  Therefore the cashbook and the bank statement will rarely agree at any given date, this is why a bank reconciliation is a critical part of financial management and control.  When preparing a bank reconciliation you should look for the following items.

a) Adjustments to the cash book:

· Direct payments made to or from the bank account e.g. standing order, which have not yet been entered in the cashbook.

· Bank charges not yet entered in the cashbook.

b) Items reconciling the correct cash book balance to the bank statement:

· Cheques paid by the business and credited in the cashbook, which have not yet been cleared by the bank, and so will not appear on the bank statement (unpresented cheques).
· Cheques received by the business, paid into the bank and debited into the cashbook but have not yet been cleared by the bank, and so will not appear on the bank statement (outstanding lodgements).
3.2
Understanding a bank reconciliation and how to complete one manually

a) Each month compare the bank statement to the cashbook, match the corresponding entries.  Items matched are ticked in both the cashbook and the bank statement to indicate they have been matched.

b) Enter into the cashbook any items that are in the bank statement but not in the cashbook.  There may, however, still be entries in the cash book that are not ticked, e.g. cheques paid that have not been cleared by the bank.

c) Prepare the bank reconciliation statement.  This statement simply explains why the balance on the bank statement is different from the ‘new’ balance on the cashbook.  The difference will be due to items in the cashbook but not yet on the bank statement.
Example of reconciliation statement:







£

£

Balance per bank statement




X

Add Outstanding Lodgements




X

Less Unpresented cheques


X

Balance per cash book





X

Here the balance per the cashbook is the balance that appears on the school’s balance sheet.  The reconciliation using the bank statement balance proves the accuracy of the cash book balance as shown in the schools Financial Statement.






     £

A
Bank Balance at ……………………0.00


Copy of Bank statement

(Less if in funds plus if in deficit)

B
Un-presented cheques

    0.00


Copy of schedule









SIMS report …………………









Keys report ………………….

C
Restated balance

    0.00

(Add if in funds less if in deficit)

D
Outstanding Deposits

    0.00


Copy of schedule









SIMS report …………………









Keys report ………………….

E
Reconciled Bank Balance   
    0.00


F
Cash Book closing Balance
    0.00


Copy of schedule









SIMS report …………………









Keys report ………………….

Difference E – F


    0.00

Note: should be 0.00

Add if C restated balance is in funds

Less if C restated balance is in deficit

SECTION 6

ASSET MANAGEMENT
The Asset Management System

1.  Introduction

1.1 Successful management of assets demands appropriate stewardship.  This includes security, insurance, maintenance and disposal.

1.2 There are different types of assets that need to be managed, namely:

· Money Assets

· Information 

· Data Protection

· Stocks and Stores

2. Elements of the Asset Management System

2.1 The main elements of the asset management system are as follows:

· Purchase of Assets

· Asset Register

· Asset Maintenance, Security and Insurance

· Disposal of Assets

· Sale

· Donation

· Scrap

The Asset Management System








3. Asset Register

3.1 An inventory of all your school’s equipment and furniture must be kept and updated as soon as new items are purchased or disposed of.

3.2 The inventory or register must include all significant equipment and furniture.  The school’s inventory needs to be checked periodically to ensure everything is included.  This physical check should be performed at least annually and by someone other than the person maintaining the register (separation of duties).  This will ensure that all assets have been accurately recorded and that the register is up to date.

3.3 Asset Registers can be manual or computerised by nature.  The Learning Trust recommends if your school decides to use a computerised system, then Microsoft Access will be the preferred system.  If there are training requirements in using this system, you should contact the Professional Development Centre to find out when courses are being run.

3.4 Any discrepancies discovered during the check should be recorded in writing with supporting explanations, investigated promptly where significant, reported to the Governing Body.

3.5 The Asset Register should include the following information:

· Date of acquisition of asset

· Description of asset including a unique identification mark such as a serial number

· The cost of the asset purchased

· The source of funding

· The location of the asset

· Details of the disposal of the asset whether scrapped, sold or donated

· Details of the revaluation of an asset

· Items used by the school but owned by others supported by a note of ownership

3.6 Back-up copies of the asset register must be maintained and kept in a safe place.

3.7 All acquisitions and disposals are to be recorded within the month in which they occur, and are to be reported to the Governing Body.  This is particularly important for insurance reasons.

3.8 Registers should be reconciled annually with the records of the School’s Insurance Services.

4. Security

4.1 It is important to consider the security of your assets – especially the easily portable and saleable items (videos, televisions, computers, cameras, etc.).  These must be kept securely locked away when not in use and particularly overnight.  They should also be security marked.  Keep a separate record (in the Asset Register) of any model or other number unique to your machines.  

4.2 The Governing Body is responsible for the security of the school’s assets.  Even so, the security of the school’s assets should be the concern of all staff members.

4.3 Appropriate arrangements are to be put in place for the security of all assets.  Security measures could include the following:

· Secure equipment and other assets by means of physical and other security devices

· Authority to access these secured assets should be clearly documented

· All items in the asset register should be permanently and visibly marked as the school’s property

· Any portable equipment that is vulnerable to theft must be clearly marked with the name of the specific school

4.4 Items of school property should not be removed from the school premises without the appropriate delegated authority.

4.5 Should property be removed from the school premises, the school should:

· Establish the position related to insurance before the assets are taken off site

· Be aware of the fact that assets on loan for extended periods or to a single member of staff on a regular basis may give rise to a benefit-in-kind which may be subject to a form of taxation

· Keep a record of all assets removed from the school premises

· Update the record when the assets are returned

5. Insurance

5.1 Refer to the “Insurance and Risk Management” Section 7.

6. Disposals

6.1 The Governing Body may dispose of assets through sale, donation or scrapping.

6.2 Any disposal of a capital asset must be made in accordance with the school’s policy on purchasing and disposal, and where the disposal involves land and/or buildings funded by the LEA, the formal advice of the Corporate Property Services Business Unit is needed.

6.3 For every disposal the Governing Body or Headteacher must:

· record the reasons for the disposal

· be able to demonstrate that the assets are either obsolete or surplus to requirements

6.4 Headteachers must appoint a single person responsible for disposal whose name must be clearly identified in the disposal file (see Sample Inventory List – Appendix 1). He or she should be instructed in writing on the disposal and is ultimately accountable for the disposal.

6.5 The asset disposed of must be removed from the asset register following disposal, and if the asset is insured, its insurer should be notified of the disposal once it is completed.

6.6 All IT equipment must be disposed of in accordance with Corporate IT standards.  In the case of PCs prior to any disposal of equipment you will need to ensure compliance with the Data Protection Act 1984 by erasing all personal data from the hard disk.  (Note that merely deleting files may not physically remove the data, which could be restored using specialised products).  You must also ensure that any software products, for which licences are maintained in-house, are removed from the equipment prior to disposal.  You should seek advice before disposing of any office computer.

6.7 Any member of staff who determines that an asset is surplus to requirements or is involved in the disposal should never attempt to purchase it or take it for him or herself, for personal gain.  There should be a clear separation of duties, the Head teacher must approve all disposals.

6.8 Official receipts must be issued for income received.  Monies must be received and properly accounted for by someone who has not been involved in the disposal.  The income received from the sale of any asset must be treated as income in the school’s budget.

7. Obsolete Assets

7.1 Assets are obsolete if they have no resale value.

7.2 Schools may donate surplus obsolete assets to the voluntary sector, or scrap.

8. Surplus Assets

8.1 Where the possible sale value for an item or group of items is in excess of a predetermined threshold value then the school should seek to dispose of them by quotation, competitive tender or public auction unless approved by the Governing Body to do otherwise.

9. Retention of Disposal Documentation

9.1 All documentation relating to the disposal of the asset must be retained for a period of six years after the disposal.

9.2  The kind of documents that should be retained are as follows:

· The Governing Body or Head Teacher’s written record declaring the asset surplus and instructions to the person appointed as responsible for the disposal.

· The advertisement

· The offers made

· The receipt
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Sample Inventory List

	Description
	Model/Serial

Number
	Date Received
	Order Number
	Supplier
	Cost
	Source of  Funding
	Location of Assets
	Date of Disposal
	Reason for Disposal
	Method of Disposal
	Amount Received on Disposal

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


SECTION 7

INSURANCE AND RISK MANAGEMENT

1. Risk Management

1.1 Purchasing appropriate insurance cover should be part of the school’s overall risk management strategy.  However, it should be acknowledged that risk management goes far wider than just the purchase of insurance.  Risk Management is a method of identifying, controlling and managing the risks, which face an organisation.

1.2 The main risks, which are currently facing Hackney schools, are as follows:

· Playground equipment

· Damage to property caused by flooding

· Bullying

· Falls and Slips

· Arson

· Theft

1.3 Insurance is a way of paying someone else to compensate you for your losses and should be purchased in respect of risks/potential losses that would impact seriously on a school’s finances.  For further information relating to this, please contact London Borough of Hackney Council Insurance Section.

1.4 Some examples of how a school could reduce risk are as follows:

· Ensure buildings are secured when unoccupied

· Mark all moveable assets with indelible ink

· Install a good quality alarm system

· Use bars on windows

· Illuminate external areas

2. Levels of Excess

2.1 The excess should be determined by the school and should be a realistic value that the school is able to cope with.  Thus, the smaller the school’s budget, the lower the excess value will probably be.  In some instances, however, certain excess may be compulsory.

2.2 The higher your excess, the lower should be your insurance costs.

3. Purchasing Insurance Cover 

3.1 Hackney Schools may be currently part of the Council’s Insurance Scheme, or can make arrangements with external suppliers.  When using external suppliers please ensure that they are members of the Association of British Insurers or members of the British Insurance Brokers Association.

3.2 Each school is also responsible for maintaining an up-to-date list of their insurers and the insurance cover they have purchased as well as the property/risks covered by those policies.

3.3 When purchasing insurance, schools should get quotes from at least three reputable providers of different sources before making a final decision.  The validity of many insurance policies is subject to certain conditions being observed and it is the school’s responsibility to ensure that these conditions are complied with.  It is also the school’s responsibility to finance both the excess as well as claims which fall outside the scope of their cover.

3.4 Where external suppliers are used schools must comply with certain conditions:

a. The policies must comply with the minimum standards of cover agreed by the LEA.  Specific guidance will be issued annually with the LEA quotation with regard to this.

b. Hackney’s insurance policies run from 1 April to the 31 March.  Schools must ensure that they have continuous cover in any one financial year.

c. The policies must meet the criteria contained within the Fair Funding paper.  These are:

· Written confirmation from your broker that your cover meets the LEA’s minimum requirements

· Property cover has been written in joint names of the Hackney Council and the school and that all covers jointly indemnify Hackney and your school

· Written confirmation from your broker that they will give Hackney a minimum of 21 days written notice in the event of cancellation of the policy

· Copy of the policy document to be provided within 30 days of policy inception

· All policy excesses are no greater than £250 (For clarification check with S. Uter in the Hackney Insurance Section)

3.5 If arrangements made by the school are inadequate or adequate proof of cover is not provided, the LEA has the right to arrange cover under its scheme and charge the school accordingly until the situation has been resolved.  This is to protect both the school and the LEA in the event of claims being made during the period.

3.6 The level of your premium will be based upon the level of risk and insurers may need the following information to enable them to quote:

· Pupil numbers

· Staff numbers

· Value of buildings

· Value of Contents – An inventory must be kept

3.7 The types of insurance elements that a school may want to insure are amongst others, as follows:

· Property Damage (Buildings and Contents)

· Business Interruption/Consequential Loss

· Money (not belonging to members of staff)

· Fidelity Guarantee i.e. against fraud by employees (The LEA has to do this by law)

· Employers’ Liability i.e. employees sustaining injury or disease during the course of or arising out of their employment

· Public Liability i.e. where the school is sued for losses caused by its actions or those of its staff

· Governors’ Liability and Professional Indemnity

· Libel and Slander

· Personal Accident (assault on staff)

· Engineering

· Motor Vehicles (owned by school)

3.8 If the school acquires any new property, equipment or is subject to any further risks, which may require insurance cover, the school’s chosen insurance provider should be notified promptly.

4. Claiming from Insurance

4.1 Each insurer will have their own procedures with regards to making claims against policies and these should be followed very closely to avoid claims being refused.  In particular all schools should pay attention to the reporting deadlines and the requirement placed upon them to provide relevant information.

It is important that when you need to claim from your insurance, you inform the insurer as soon as it is practical to do so.  Often insurance policies will state the period in when you can claim for a loss insured against.  Make sure you abide by these conditions or else your claim may be rendered invalid.

4.2 When making a claim, the type of information that would be required from you is as follows:

· Date of loss/Damage/Accident/Incident

· Exact cause of loss

· Extent of loss

· Time and exact place of loss (As near as possible)

· Value of items claimed for and proof of value (e.g. receipts, invoices, etc.)

4.3 All schools insured via the LEA should make claims via the Insurance Section and they will be able to provide support and advice about how to deal with claims.

4.4 The claims procedure will vary according to the type of claim being made.  In any event, in order to make a claim, you will have to fill in and send the insurer a claim form which is as detailed as possible.  If insufficient information is provided, the claims process could be delayed or rejected.  It is a good idea to keep some of your insurer’s claim forms on hand and to keep copies of each claim you submit.

5. Claiming from Insurance when someone makes a Claim against you

5.1 If you receive any letters to claim against your school or a threat of legal proceedings you should acknowledge it and send it to your insurer as soon as possible.  Please refer to the Woolfe Report.  (Appendix 1)

5.2 In any claims against you:

· DO NOT enter into any correspondence with the claimant

· DO NOT admit liability

5.3 You should always refer to your insurer’s guidelines for procedures.

6. General Information

6.1 Schools should ensure that:

· all insurance policies are kept in a safe and secure place

· they have not underinsured themselves (please refer to Hackney Insurance section for guidance)

· the financial amount which it is insuring is regularly reviewed, at least annually

· all the small print on insurance policies is read and understood

· they maintain an accurate claims record

Appendix 1

WOOLFE REPORT

a. With effect from the 26th April 1999 Civil Litigation in England and Wales has been altered substantially

b. These changes are as a result of the “Access to Justice” report by Lord Woolfe.

c. The overriding objective of these reforms is to make the legal system more accessible and equitable and above all more cost effective.

d. Initially the changes will be effective for personal injury claims but will extend to all other claims in time.

e. The overriding point to note is the strict timetables imposed by the new protocols.

f. Failure to comply with these timetables will incur financial penalties and give the claimant the right to proceed with litigation immediately.  It is important that schools are aware of their responsibilities.  Failure to comply with the timetables will be costly.

g. The first important point is that all letters of claim from claimants must be acknowledged within 21 days from the date of posting.  It is vital that all such letters are passed to your Insurer immediately together with the envelope and are clearly marked with the date of receipt.  These letters must not under any circumstances be acknowledged by schools but should be passed immediately to your insurer for action.

h. Your insurer has a period of 3 months, from the date of acknowledgement, to investigate the claim and make a decision on liability.  It is vital that schools afford their insurance agent’s co-operation in the subsequent investigation of a claim.  When specific documents are requested these should be supplied at once or an explanation as to why they are not available be offered.

i. Should you have any questions or require any further clarification on this subject contact Hackney’s Insurance Section.

SECTION 8

PAYROLL

1. General

1.1 The main elements of a payroll system are:

· Staff appointments and changes

· Payroll administration

· Payments

2. Staff Appointments and Changes

2.1 Approval of appointments and changes for all members of staff must be made in accordance with the arrangements for delegated authority approved by the governing body.

2.2 The Headteacher should ensure that the process of completing, checking and authorising all documents and claims related to appointments, terminations of employment and expenses are not the sole responsibility of one person.

2.3 Payroll and personnel records should be held securely, and in accordance with the Data Protection Act 1984.

2.4 An officer should be assigned responsibility for the completing of P11D returns.

3. Payroll Administration

3.1 Payroll administration is currently carried out by two main payroll service providers for Hackney Schools:

· ITNET – The payroll provider for Hackney employees

· CAPITA – An external payroll provider specialising in schools

3.2 The governing body may decide that it is appropriate and economic to buy in the services of specialist payroll provider, or use the LEA’s payroll provider.

3.3 Below is a list of tasks that should be adhered to in order for the school’s payroll function to run effectively.

· Adhere to timetables for completion of payments (interest penalties)

· Year-end returns (liaison with auditors)

· Monthly pay (overtime or one off payments)

· Deductions from pay (pensions, National Insurance, superannuation, sick pay, unpaid leave, trades unions & maternity leave)

· Itemised pay statement for each employee

· The payroll provider should demonstrate reliability, solvency and a proven track record in paying School based staff.  In addition, the provider must be able to prove suitable backup arrangements in the event of fire, computer failure, or loss of data.  Schools can be penalised should they be unable to retrieve up to 6 years payroll data

· The Governors have ultimate responsibility of ensuring that all payments are made in accordance with relevant conditions of service and that staff are paid on the due dates

· Inland Revenue and Contributions Agency regulations must be correctly administered

· The payroll provider must collect accurate pension contributions, court orders and child support agency payments, trade union subscriptions and other payroll deductions, recovery of loans and make payment of deductions to third parties at agreed times each month.  Penalty clauses may be incurred if the payments are late or incorrect

· All statutory end of year returns must be provided to ITNET Payroll/Capita.  If the Inland Revenue end of year return is not returned by a fixed date they may impose severe cost penalties, which the School would have to meet from its budget

· Implications of future statutory changes to payroll operations i.e. working families tax credit, disabled person tax credit, student loan repayments

· ITNET Payroll/Capita has to be provided with details of calculations and payments of local and statutory sick and maternity pay entitlements

· Annual returns to be completed for the Teachers Pension Scheme

· LBH Pension Section and/or the London Pension Fund Authority to be notified of all support staff starters and leavers within one week of the effective date.  Also, any contractual changes during their service

· The School is responsible for calculating pensionable pay costs for leavers who are entitled to immediate or deferred benefits

· From 26th April 1999 there are severe cost implications where data is not provided within a strict timetable i.e. industrial injury

· Where a member of staff has two employments with the same employer the earnings must be aggregated for the purposes of NI contributions, unless the Contributions Agency has agreed locally to separate the calculations

· Completion of P45s, P60s, P14s & P11Ds

· Regular monthly report for the School detailing basic pay, any overtime, sick pay, NI and superannuation costs

· Requests from Building Societies and Banks on statement of earnings etc.

· Data protection implications

Payments to staff must be paid by bank credit.

SECTION 9

TENDERING

1.     Compulsory Competitive Tendering Process
1.1 The Governing Body of the School or their representative will prepare the tender and specification and other related administrative work.

1.2  The Bursar and Head teacher will decide whether to opt for an Open Tender, a Restricted Tender or a Negotiated Tender.  In the case of an Open Tender, the Bursar will place a notice of intention to submit work to competitive tendering in the local and trade press to invite tenders.

1.3  The Bursar will deal with the despatch of all documentation to interested parties upon receipt of a non-returnable sum of £25 payable to the School.  However, a copy of the specification may be inspected free of charge by prior arrangement.  There will be an opportunity to allow prospective contractors to visit the site at a prearranged day and time.  All returned tenders should be addressed to the Bursar marked “Tender” “Private and Confidential.”

1.4  Once the final submission date for tenders has closed, The Bursar along with the Headteacher and a Governor will shortlist contractors who have indicated an interest in formally tendering.  The returned tenders will be opened in the presence of a member of staff not involved with the awarding of the contract.

1.5  Shortlisted contractors will be interviewed and the outcome communicated the following day in writing.  Reasons will be given to the unsuccessful contractors for not being awarded the contract, on request.

1.6  The Governing Body of the School or their delegated representative will monitor the on going performance according to previously agreed procedures.

1.7  The School will not proceed with shortlisting contractors unless there are 3 bids received.

1.8  The invitations to bid will be issued at not less than 3 months before the start of the contract.

1.9  The Governing Body of the School will need to take into account the following issues prior to deciding whether or not to tender. They are:

a. The level and quality of service needed

b. Any budget constraints

c. What will be any potential costs and savings?

d. Will it be worth entering into a single tender or to consider co-operating with another or a group of schools?

e. Has the Governing Body or their delegated representative got the necessary expertise in preparing tenders and specifications and awarding tenders?

f. Will there be any change in the role of the Premises Manager to avoid conflict of interest or responsibilities?

g. Health and safety implications.

h. The implications of redundancy which may arise as a result of the School ceasing to use LBH/The Learning Trust services.

2. Tendering

· Tendering is a formal procedure in which suppliers are invited to submit a sealed bid to a purchaser.  Their bid is then evaluated together with other bids received against specified criteria.

· Demonstrate that all parties are dealt with on a fair and equitable basis and that there is no private gain, favouritism or corruption involved.

· Be publicly accountable for its expenditure and in the conduct of its affairs.

· Provide value for money in terms of economy, efficiency and effectiveness in the use of public funds.

2.1  Orders raised by Budget Holders and quotations received from suppliers should be clear and as specific as possible to avoid any misunderstanding.  The following are relevant considerations:

· Detailed specification of requirements.

· Quantity.

· Delivery date and address.

· Terms and conditions.

· Quotation reference, authorisation and date.

2.2  To negotiate savings the School will utilise the following methods:

· Ask for a detailed breakdown of the price.

· Quantity discounts.

· Attempt to move the delivery date to suit the supplier.

· Variations in payment terms.

3. Types of Tender

There are three basic types of tender as follows:

3.1  Open Tender. This is where all potential suppliers are invited to tender.  It is the preferred method of tendering as it is most conducive to competition and the propriety of public funds.  The School will consider advertising for suppliers in the local or national press, trade journals, or whether to identify all potential suppliers and contact directly if practical.

3.2  Restricted Tender. This is where certain suppliers are specifically invited to tender.  Restricted tenders are appropriate where either:

· A large numbers would show an interest.

· The nature of the goods are such that only specific suppliers can be expected to supply our requirements.

· The cost of publicity and advertising are likely to outweigh the potential benefits of open tendering

· There is a need to maintain a balance between the contract value and administrative costs.

3.3   Negotiated Tender. A school may negotiate terms of the contract with one or more suppliers of their choice.  This is appropriate in specific circumstances where either:

· Open and restricted tendering has resulted in either no or unacceptable tenders.

· Only one or very few suppliers are available and therefore direct negotiation will prove more effective with each supplier than attempting an open or even a restricted tender

· Extreme urgency exists

· Additional deliveries by the existing supplier are justified.

3.4  If using open or restricted tendering, the process will be facilitated if schools:

· Do not invite too few or too many firms to tender.

· Research the market thoroughly.

· Do not issue unnecessarily bulky tender documents.

· Allow suppliers sufficient time to prepare submissions.

· Have a systematic evaluation procedure.

· Advise suppliers of selection and evaluation criteria.

4.    Preparation of Tender

4.1  Initial specifications need to be drawn up as precisely as possible and we need to ensure that all suppliers’ bids are based on exactly the same specifications as the original invitation to tender.  We must therefore give full consideration to:

· Funds available.

· What is the school setting out to achieve.

· Requirements.

· Any technical expertise required.

· After sales service.

· Delivery dates.

· The short-listing process and who should be involved.

5.   Invitation to Tender

5.1  If a restricted tender is to be used then an invitation to tender must be given.  If an open tender is used an invitation to tender may be given in response to an initial enquiry.  An invitation to tender should include the following information:

· A letter of invitation with instructions to tenderers.

· Details about the tender, including any technical requirements.

· Terms and conditions.

· The completed tender should be returned clearly endorsed “Private & Confidential - Tender” to the School.

6.    Receipt of Tender

6.1  Tenders should be submitted as a sealed bid and on receipt the Bursar should record the date and time of the receipt plus store the tenders in a secure place.  The tenders should only be opened at a specified date and time.  It is suggested to have a witness present at the time of opening.

7.    Opening of Tender

7.1  Tenders need to be opened soon after the specified closing date.  The following information should be noted:

· Date and time of opening.

· Names and signatures of those present.

· Value of each tender received.

· Any omissions in the tenders received.

8.   Adopted Criteria for Evaluation of Tenders

8.1  The following points should be considered as part of the decision making  process:

· Ensure that a lower price does not reflect a poorer service or quality.

· Make sure that the tender price stated is the total price and that there are no hidden extras.

· Check the financial position on the selected company (prior to notification) in order to satisfy ourselves that the company is financially sound.

· Pre-sales demonstrations.

· After sales service.

9.       Re-tendering of Contracts

9.1    Careful consideration needs to be given on the frequency with which a Hackney School goes out to tender.  There needs to be a balance between testing the market in terms of value for money and developing a supplier relationship.  If a tender was issued too frequently the unsuccessful firms may lose interest in re-tendering.  Also, should a tender be issued too infrequently the existing supplier may become complacent and therefore may offer poor value for money.

10.
Evaluation and Approval of Tenders

10.1  All tenders should be evaluated against set criteria.  This will be a useful management tool in comparing like for like.

10.2  All tenderers should be informed of the outcome.

10.3  The evaluation process should not include anyone that has a conflict of interest in the awarding of the contract.  For example, friends and relatives etc.

10.4  Gifts or generous offers in terms of hospitality should not be accepted as they may be seen to compromise the awarding of the tender.

Appendix 1

HACKNEY SCHOOL

(Negotiated or Restricted Tender Letter)

Dear………………..

Hackney School Contract for  …………………………..

2. Your organisation, along with others, is invited to tender for the services/supply of goods specified in paragraph 4 below.

Background

3. This section can give details to the reason for inviting tenders and further information about the school.

Purpose

4. The objective of this tender is to

An explanation can be put here as to what we intend achieve.  For example, is it a fixed price (or scale of charges) for something that has previously been variable?  Are we offering long term contract and expecting to see a lower price as a consequence?

Specification

4.
Services (Goods) Required

4.1 This is where the school sets out exactly what the supplier will have to do.

5. Tender Details

· In addition to the School’s proposals, the details we require from the prospective tendered are:

a. your qualifications for undertaking the type of work

b. the names and addresses of previous clients for whom you have provided a similar service.  A separate authority to approach them in order that we may take up references should accompany your tender

c. names, qualifications and experience of the staff you propose to use to handle the work

d. confirmation that you accept the standard terms and conditions of purchase which are attached as the basis for any future contract 

e. copies of your last audited annual reports

f. the tender’ s signed statement

“I/We have not communicated to any other party the amount or appropriate amount of the tender price other than in confidence and for the express purpose of obtaining insurances of a bond in connection with this tender.  The tender price has not been fixed nor adjusted in collusion with any third party.”

Tenderer’s Character
6. Hackney Schools should seek clarify in the form of a signed undertaking in respect of any or all of the party concerning any:

a. state of bankruptcy, insolvency, compulsory winding up, administration, receivership composition with creditors or any analogous state of relevant proceedings

b. conviction for a criminal offence committed by the tenderer (or being a company, by its officers or any representative of the company)

c. acts of grave misconduct committed by the tenderer (or being a company, by its officers or any representative of the company) in the course of their business or profession/the company’s business.

Contact for Questions

7. Any questions relating to the specification or the conditions associated with it should be routed through me at the following address.

Yours sincerely

Bursar/Finance Officer/SAO 

School Address

Appendix 2

Successful Tender Letter

Hackney School

Address

Without prejudice – Negotiation Only Subject to Signed, Written Contract
Dear …………………

Hackney School Contract for………………………..

Your organisation recently submitted a bid to provide……………….to the School.  I am writing to confirm that I, as authorised by the school am now prepared to negotiate on the final terms and conditions of a written contract in connection with the provision of that service.

These negotiations will be on a without prejudice basis, and the School will not accept any liability for any costs incurred or committed by you in the absence of a written contract signed by both parties.

The arrangements to proceed as set out in this letter will end either when the contract is signed by both parties, or if either party tells the other that they do not wish to continue with the negotiations.

(If a draft contract is to be sent later, the following wording may be used)
A copy of the draft contract for your consideration will be sent to you within the next (enter timescale).  Any queries which you have about the draft should be sent by (date) to

Bursar/Finance Officer/SAO Name

Hackney Schools

Address

(If a draft contract is to be attached now, use the following form of words)

A copy of the draft contract for your consideration is attached.  Any queries which you have about the draft should be sent by (date) to

Bursar/Finance Officer/SAO Name

Hackney Schools

Address
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Unsuccessful Tender Letter

Dear …………………

Hackney School Contract for………………………..
On behalf of Hackney (school name), I would like to thank you for your company’s tender of (date) for the above contract.

All tenders have now been carefully evaluated and a decision has been reached .  I regret to inform you that your tender has not been accepted.

Please contact me should you wish to know the reason for your unsuccessful tender.

Yours sincerely

Bursar/Finance Officer/SAO Name

SECTION 10

SCHOOL JOURNEYS

1. General

Finance staff are reminded that, as with other monies, all school journey money must be kept in the school safe and should be banked daily.

2. Record of Receipts and Payments
2.1 Teachers responsible for collecting school journey money should be issued with a collection register and contribution cards.

2.2 Teachers should agree to collect school journey money at a set time and venue each week.

2.3 Teachers should ensure that they sign and date contribution cards as this is proof to parents that the money has been received by the school.

2.4 Once teachers collect money it should be give to the appointed member of the finance team to check and bank.

2.5 The collection register should clearly show the names of the children attending the journey/trip and the amount to be collected.  The amount collected each week should be made clear and any refunds should be endorsed in red in the register.

2.6 Refunds can only be made with a request form from the parent and countersigned by the teacher in charge of the journey/trip.

2.7 Teachers responsible for collecting money should clearly date and sign the collection register in addition to showing the amount being handed in for banking.

2.8 A member of the finance team should check that the amount being handed in for banking is a true record.

2.9 Any requests for payments to be made can only be done on receipt of an invoice from the company concerned.

2.10 Teachers personal reimbursements can only be made by the member of staff submitting their receipts at the end of the journey/trip.

2.11 Colleagues should refrain from asking the finance team to advance them petty cash.

2.12 The school journey account should be balanced and closed within one month of the trip returning.

2.13 The school journey collection register is a document that is used as part of the audit trail unlike the parental contribution card.

2.14 Final collections from students should be collected not less than one month of the trip taking place, possibly longer should invoices need to be settled with tour operators.

3. Insurance
3.1 Teachers should ensure that adequate insurance is taken out prior to the trip commencing.

4. Emergency Situations
4.1 The school office should be made aware of the overseas/accommodation address and telephone number along with a list of students and staff accompanying the journey/trip.

4.2 The teacher in charge of the trip should ensure that they have the necessary student contact details of the parents/guardians in the event of a problem.

Governing Body





Ensuring grants and funds allocated to the School are used in accordance with the Financial Regulations


Overall Financial Management of the school





Finance Committee





The Governing Body may delegate the majority of its financial responsibilities to a finance committee





Head teacher





Has overall executive responsibility for the school’s activities


Responsible for strategic financial management of school





SAO/Bursar/Finance Manager





Usually appointed to work with the Headteacher on the school’s financial management on a day-to-day basis





Responsible Officer





The Governing Body may appoint a Responsible Officer (optional) who will carry out an important role in the financial management of the school





Internal Audit





To carry out audits on behalf of the LEA/The Learning Trust in accordance with schedules agreed with the LEA/The Learning Trust





Requisition





Entry of information on School Accounting System





Order Original + 2 Copies





Delivery/Receipt of Goods





Payment Processing





Invoice Received





Name of School





Goods Received:	…..…….(Date)


Items Checked:…………………Y/N (Delete)


Quantity Checked:	….Y/N (Delete)


Not previously paid:	….Y/N (Delete)


Matched with order no:	….Y/N (Delete)


Expenditure Code……………………………..


Certified for payment by:-


Print Name	


Signature	______________________


Date Paid	





Asset Register





Purchase the Asset





Asset, Maintenance, Security and Insurance





Disposal of Assets





Sale





Donation





Scrap








� Monthly visiting may not be practical for all schools.  However, whatever the chosen frequency of visit, the checks listed under the ‘monthly’ heading should be performed for all months.  Depending on the size of and expertise within the school’s finance function, the extent of the Responsible Officer’s work will vary from actually checking bank reconciliations, debtor and creditor reconciliations etc to ensuring such checks have been performed.  The same principle can be applied to a number of checks under the ‘termly/quarterly’ heading.	


� The Responsible Officer is not an eligible signatory on these returns.
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