
[image: ]





Blue Gate Fields Infant School

Financial Procedures Manual
Agreed by staff
Agreed by governors
This policy is the responsibility of the Head teacher

September 2025
Review Date September 2026



INDEX
											
SECTION 1: Introduction                                                                            
a) Purpose
b) Organisational Chart				               

SECTION 2: Financial Responsibilities and Terms of Reference
a) Governing Body						 
b) Finance and Personnel included in Full Governors half termly meetings 	
c) Committees with delegated financial responsibilities          
d) Head Teacher                                                                       
e) Finance Officer
f) Deputy Head   
g) Senior Office Manager                                                                                                   
                                                                                                                            
SECTION 3: Accounting Systems and Controls  
1.  Purchasing                                                  
a) Pay					                        
b) Bank Accounts                                                                  
c) Training Course Expenditure and Other Expenses           
d) Insurance                                                                           
e) Income		
· Public Funds 
· Private Funds
f) Petty Cash                                                                          
g) Accounting System                                                             
h) VAT                                                                                    

SECTION 4: Assets 							                                                                                                                   

SECTION 5: Documentation and Security of Records		                          

SECTION 6: Budgeting Procedures						              

SECTION 7: Reporting Timetable and Format of Reports	

SECTION 8: Governing Body: Policy and Business Interests                                            
a) Key Financial Decisions of the Governing Body		        
b) List of Governors / Budget Team                                             
c) Declaration of Business Interests				
d) Tendering Policy                                                                       
e) Lettings Policy                                                                          
f) Non-compliance Policy                                                            
g) Leasing Policy                                                                          
h) Accounting Policy                                                                     
i) Charging Policy                                                                         
j) Whistleblowing Policy                                                               

SECTION 9: SECURITY and BACKUP

SECTION 10: Benchmarking


SECTION 1: INTRODUCTION

The purpose of producing a Financial Procedures Manual is to define clearly and document responsibilities and procedures within the financial management of Blue Gate Fields Infant School. 

It is vital that all the financial procedures are clear and precise.  The documentation recording the procedures is equally important, as it informs those involved in the financial aspects of running the school what is expected of them, thus reducing the risk of procedures not being properly implemented.  This manual should be read in conjunction with the LA Scheme for Financing Schools. 

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

· It allows continuity and consistency in the absence or changes in key financial personnel
· It documents decisions of the Governing Body
· It reduces audit time on testing the systems, procedures and controls, if they are properly recorded
· It satisfies the requirements of the LA Scheme for Financing Schools
· It allows an opportunity to consider whether existing systems at Blue Gate Fields Infant School are the best way of meeting the school’s financial control objectives and whether the procedures are, in fact, implemented in the way intended.

The following documents have been referred to and adopted in the development of this Manual:
· LBTH Scheme for Financing Schools 2019
· Schools Financial Regulations 2015

















B.             ORGANISATIONAL CHART

The diagram below illustrates the school’s organisational structure in financial terms, which enables the reader to easily visualise the structure and lines of responsibilities and duties at Blue Gate Fields Infant School. 

		
 
Personnel – September 2025

Chair of Governors – Robert Oakley
Headteacher – Catherine Jones
Financial Consultant – David Waller
Finance Officer – David Rudwick 
Senior Office Manager – Jo Rudwick
Premises Manager – Terry McCarthy
Administrative Officers – Fahima Begum and Rofsahna Ali

SECTION 2: FINANCIAL RESPONSIBILITIES

This section looks in detail at the terms of reference for the Governors and individuals with financial responsibilities.
a) Governing Body (including finance and curriculum)
           b)  Hearings Committee
           c)  Head Teacher
	d)  Financial Consultant
e)  Finance Officer
f)  Deputy Head Teacher/ Assistant Head Teacher
g)   Senior Office Manager
h)   Premises Manager

A.GOVERNING BODY

The Governing Body is responsible for decisions in accordance with Terms of Reference.  All decisions made or actions taken must be reported to the full Governing Body.  

General 

The Governing Body of Blue Gate Fields Infant School has overall responsibility for all the financial aspects of the School.

Governing Body Terms of Reference

· To agree constitutional matters
· To recruit new members as vacancies arise and to appoint new governors where appropriate
· To hold at Least six Governing Body meetings a year
· To appoint or remove the Chair and Vice Chair
· To appoint or remove a Clerk to the Governing Body
· To appoint the Headteacher and be involved in the appointment of the senior Leadership team.
· To suspend a governor
· To decide which functions of the Governing Body will be delegated to groups and individuals
· To receive reports from any individual to whom a decision has been delegated and to consider whether any further action by the Governing Body is necessary
· To approve the first formal budget plan of the financial year
· To review the school’s policies on a periodic basis and formally agree amendments 
· To review the delegation arrangements annually                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
· To complete the Schools Financial Value Standard (SFVS) checklist on an annual basis
· To agree expenditure and virements up to £20,000.

NB a full list of governing body responsibilities can be found in the Governors’ Guide to the Law

Terms of Reference – Finance (included in Full Governors meetings)

1. To guide and assist the Head and the Governing Body in all budgeting and financial matters.
2. To prepare and review financial policy statements, including consideration of long term planning and researching.
3. To draw up and present an annual budget for the Governing Body’s approval, taking account of the agreed priorities in the School Development Plan.
4. To monitor the budget over the year, report the financial situation each term and make recommendations as necessary.
5. To monitor the income and expenditure on all funds.
6. To arrange for the audit all non-public funds for presentation to the Governing Body.
7. To receive and where appropriate respond to any audit reports.
8. To ensure best financial practice including achieving value for money. 
9. To agree expenditure and virements up to £20,000.

Terms of Reference – Personnel and Salaries(included in full Governors meetings)

1. To make recommendations on the procedures an methods for determining the salaries and salary review for Head and Deputy making reference to the LA’s formal scheme.
2. To undertake the annual salary review for Head and Deputy in the autumn term and provide written notice to the teachers concerned.
3. To review annually, the salary assessments of teachers in the autumn term and to provide written notice of such assessments to the teachers concerned.
4. To record salary decisions and recommendations and report back to the Governing Body.
5. To draft, review and recommend for adoption the procedures for dealing with discipline and grievances and ensure that staff are informed of these.
6. To draft, review and recommend for adoption by the Governing Body levels of delegated authority for staff appointments. The appointment of the Head and Deputy shall at all times be approved by the Governing Body.
7. To make such appointments as are delegated to it by the Governing Body, and ensure staffing costs fall within financial limits.
8. To ensure a budget and opportunity for staff development.

Establishment of the pay policy

The Full Governing Body is responsible for:
•	Establishing and reviewing the Tower Hamlets’ model pay policy annually, in consultation with the head teacher, staff and trade union representatives, and submitting it to the Governing Body for formal approval.
	
Application of the policy
The Head teacher is responsible for:
•	Ensuring that pay recommendations for the deputy and assistant head teacher(s), classroom teachers and support staff are made and submitted to the Governing Body in accordance with the terms of the policy;
•	Ensuring that staff are informed of the outcome of decisions of the Governing Body and of the right of appeal.

           The Governing Body is responsible for:
•	Taking decisions regarding the pay of the head teacher following consideration of the recommendations of the governors responsible for the head teacher’s performance review;
•	Submitting reports of these decisions to the Governing Body; and
•	Ensuring that the head teacher is informed of the outcome of the decision  and of the right of appeal. 

The Appeals Committee of the Governing Body is responsible for:
•	Taking decisions on appeals  in accordance with the terms of the appeals procedure of the policy.


Terms of Reference – Curriculum (included in Full Governors meetings)

1. To review the school’s curriculum statement, as required in light of the LA curriculum statement and their statutory obligations regarding the National Curriculum. To be responsible for statutory obligations.
2. To contribute towards the School Development Plan, in conjunction with school staff.
3. In collaboration with the staff to provide information about how the curriculum is taught, evaluated and resourced.
4. To review the policy and provision for collective worship and for RE and to make recommendations where necessary. 
5. To review the policy and provision for relationships education and make recommendations where necessary. To keep parents informed as appropriate.
6. To ensure that the requirements of children with special educational needs are met as laid out in the code of practice.
7. To monitor and review the information about school performance and report to parents according to statutory requirements.
8. To act as a consultant forum in respect of the school’s code of practice.

Terms of Reference – Premises (included in Full Governors meetings)

1. To provide support and guidance for the Head on all matters relating to the premises and grounds.
2. To annually inspect the premises and grounds and prepare a statement of priorities for maintenance and development for the approval of the governing body.
3. To approve the costs and arrangements for maintenance, repairs and decoration within the budget allocation.
4. To oversee the preparation and implementation of contracts.
5. To ensure that the governing body’s responsibilities regarding litter are discharged according to the Environmental Protection Act 1990.
6. To prepare a lettings and charging policy for the approval of the governing body and to monitor its implementation.
7. To ensure any necessary liaison with the LA regarding premises issues.
8. To ensure that the school complies with health and safety regulations and assist the Head and governing body to discharge their duties in collaboration with the LA ensuring the safety of all who use the building.
9. To consider the LA’s policies on health and safety and recommend to the governing body a policy for the school.
10. To ensure that the school’s management organisation is in place to implement the policy.
11. To monitor the effectiveness of the school’s health and safety arrangements, make arrangements for periodic inspections of the buildings, plant and equipment with a report going to the governing body.

D Hearings Committee

Membership of the Hearings Committee shall be not less than three Governors.

The Governing Body may nominate a pool of Governors from which three will serve as the Hearings Committee to consider particular cases.  If a Governor has a connection with the member of staff or the pupil or the incident that could affect their ability to act impartially they should not serve at the hearing.

The Committee shall meet as required.


Terms of reference

·  To make any determination to dismiss any member of staff (unless delegated to the headteacher)
· To make any decisions under the Governing Body’s personnel procedures e.g. disciplinary, grievance, capability where the Headteacher is the subject of the action
· To make any decisions relating to any member of staff other than the Headteacher, under the Governing Body’s personnel procedures (unless delegated to the Headteacher)
· To make any determination or decision under the Governing Body’s General Complaints Procedure for Parents and others
· To make any determination or decision under the Governing Body’s Curriculum Complaints Procedure, in respect of National Curriculum disapplication’s, and the operation of the Governing Body’s charging policy:


APPEALS COMMITTEE 

Terms of Reference

Membership of the Appeals Committee shall be not fewer than three Governors of which the Headteacher may not be one, nor may any Governor with prior knowledge of the pupil or the incident.
The Governing Body may nominate a pool of Governors from which three will serve as the Appeals Committee to consider particular exclusions.  If a Governor has a connection with the member of staff or pupil or the incident that could affect their ability to act impartially they should not serve at the relevant hearing. 

The Governing Body may nominate a pool of Governors from which three will serve as the PDC to consider particular exclusions.  If a Governor has a connection with the member of staff or pupil or the incident that could affect their ability to act impartially they should not serve at the relevant hearing.

The Committee shall meet as and when required

The responsibilities of the Appeals Committee are as follows: 

· To consider any appeal against a decision to dismiss a member of staff made by the Hearings Committee. 
· To consider any appeal against a decision short of dismissal under the Governing Body's personnel procedures (e.g. disciplinary, grievance, capability). 
· To consider any appeal against selection for redundancy. 
· Any items which individual Governing Bodies may wish to include. 
	

HEADTEACHER'S PERFORMANCE REVIEW PANEL

Terms of Reference 

Membership of the Headteacher's Performance Review Panel shall be not fewer than two Governors of whom the Headteacher and staff governors may not be participants. The Committee shall meet as and when required, but at least once per year. 

The Responsibilities of the Headteacher’s Performance Review Panel shall be as follows:

· To arrange to meet with the appointed External Adviser to discuss the Headteacher's performance targets. 
· To decide, with the support of the appointed External Adviser, whether the targets have been met and to set new targets annually. 
· To monitor through the year the performance of the Headteacher against the targets. 
To make recommendations to the Governing Body in respect of awards for the successful meeting of targets set.


E. HEAD TEACHER

It is the resolution of the Governing Body that the Head Teacher should act in the role of Chief Executive.  Accordingly the Governing Body will expect the Head Teacher to take responsibility for making proposals about the educational charter and mission of the school, for the organisation, direction and management of the school and Leadership of the staff and for the determination of the school’s academic and other activities.

The Head Teacher has a key role in all financial matters.  The specific controls exercised are detailed elsewhere in the manual and together with the Finance Officer the Headteacher will be aware of all financial transactions 

Key duties include:

a. Returns to the LA
b. Authorisation of pay and amendments thereto
c. Authorising and countersigning certain orders (Section 3.c for cheque mandate restrictions).
d. Being responsible with the Governing Body for the appointment of staff.
e. The implementation of the school staffing disciplinary procedures as appropriate.
f. Keeping under review and advising the Governing Body on the condition, use and adequacy of the buildings and grounds.
g. Oversight of the preparation of Capital Bids in accordance with the objectives set out by the Governing Body under the Development Plan.
h. Reviewing, on a regular basis, with the Premises Manager, the Health and Safety Policy for the school and to implementing the same within the budgets available.
i. Preparing, in conjunction with the school’s appointed financial consultant, the annual estimates of income and expenditure and cash flow forecasts, in line with the School Development Plan, Building Maintenance Programme, etc.
j. The approval of expenditure and virements up to £20,000 without recourse to the Finance and Premises Committee subject to the limits noted in the Purchasing Policy (see section 8D below).

The Headteacher’s delegated powers are reviewed on an annual basis.


F FINANCIAL CONSULTANT

The Governing Body has chosen to appoint an external financial consultant to assist and advise the Governing Body, Headteacher and Finance Officer on financial practices and procedures.  The principal role of the consultant will be:

1.  To assist the Headteacher and Governing Body in the preparation of the annual and three year budget plans for the school
2. To prepare monthly statements of account for presentation to the Headteacher and the Governing Body
3. To advise on updates and amendments to the school’s financial procedures manual
4. To review the operation of the school’s payroll and monitor expenditure against budget
5. To assist the Finance Officer in the preparation of the school’s monthly and annual financial returns to the LA
6. To advise on changes to the local and national regulatory framework
7. To be conversant with the general principles of taxation applicable to the school 
8. To advise on the best utilisation of school funds and the investment of them accordingly
9. To assist the Headteacher and Governing Body on dealing with financial matters.

G FINANCE OFFICER 

Responsible to : The Headteacher

· To be responsible to the headteacher for the day-to-day operation of the financial system, working closely with the financial consultant to the school.
· To process orders, invoices and payments of accounts.
· To reconcile accounts on monthly basis and submit returns to LBTH
· To input and monitor staff salaries
· To deal with enquiries on outstanding invoices
· To raise invoices on behalf of the school
· To raise BACS payments and ensure payment
· To input budgetary information from the LBTH grid on a monthly basis.
· To check bank statements and prepare monthly bank reconciliations for the school’s Non Public Accounts.
· To manage the petty cash.
· To manage the computer based accounts and budgetary system.
· To monitor the budget in consultation with the headteacher and financial consultant.
· To undertake administrative work at the request of the headteacher.

H DEPUTY AND ASSISTANT HEADS 

1. To act as a cheque signatory of the school’s bank accounts

I SENIOR OFFICE MANAGER

Payroll and Personnel Duties

1. In consultation with the Head Teacher to prepare of all the necessary data for pay and the Teachers’ and Local Government Pension Schemes when:-
a. A new appointment is made to the staff,
b. Changes are made to an existing employee’s terms and conditions,
c. An employee’s contract of employment is terminated.
2. Ensuring that all staff personnel details, including contracts, pay matters, service details and other matters, whether kept in a file or on disk are accurate and up-to-date and are securely locked away as agreed with the Information Commissioner for Data Protection purposes

J PREMISES MANAGER

1. Responsible for all Site and Services matters regarding maintenance and also including, electricity, gas, water and waste, security and alarm, grounds maintenance, cleaning, TV and videos, pest control, fire extinguishers, alarms and smoke detectors. 
2. Maintain records of school assets 
3. Responsible for all Site and Services regarding upgrading works
4. Responsible for Health and Safety matters
5. Responsible for Security and Alarm services

GENERAL

Cover in the absence of key financial personnel

In the absence of any personnel detailed in this manual, the following positions would cover for the responsibility of authorising payments, orders, tenders, etc.  They would not be employed to fulfil the duties of that position on a daily basis.

	Member of Staff
	Deputy

	Chair of Governors

Head Teacher

Finance Officer

	Vice Chair of Governors

Deputy Headteacher

Financial Consultant, Senior Office Manager, Admin Officer, Head Teacher



SECTION 3: ACCOUNTING SYSTEMS AND CONTROLS

This section looks in detail at the financial systems as operated by Blue Gate Fields Infant School and also the controls within each of the systems.

The following systems are included: -
a. Purchasing
b. Pay
c. Bank Accounts
d. Training Course Expenditure and other expenses
e. Insurance
f. Income	-	Public Funds
· Private Funds
g. Petty Cash
h. Accounting System
i. VAT


A. PURCHASING

Budget holders meet with the Finance Officer to prepare orders for goods/services pertinent to their subject area.  For the required levels of delegated authority and approval, please refer to the Purchasing/Tendering Policy, section 8.d.  The School must comply with the LBTH Financial Regulations 2015. 

The Administrative Assistant holds a list of suppliers used for commonly used supplies.  Suppliers are selected on their capacity to provide quality, quantity, timely delivery and value for money.  Volume discounts and credit terms are also taken into account.  Budget holders are continually looking for best value for money on all purchases of goods and services.  Details of the required order are then passed to the Finance Officer.

The Financial Consultant is responsible for ensuring the School complies with current taxation regulations, e.g., VAT, etc.

The Finance Officer produces an official order which is then passed to the Headteacher for authorisation.  Orders are produced on a daily basis or as and when required.  All telephone orders are prohibited.

An arithmetic check of the details and a check against budget available are carried out by the Finance Officer. If an order would exceed the budget, the Finance Officer will discuss the situation with the Budget Holder who may then approach the Head Teacher for authorisation to spend in excess of the original budget allocation.

Orders are sequentially numbered.  Three copies of the official order are produced. The original, authorised by the Headteacher, is sent to the supplier, the second is placed on file (orders awaiting delivery/invoice) and the third copy put in the budget holder’s file.  No unauthorised orders can be processed.  The Head Teacher (Deputy Headteacher in her absence) is the only individual authorised to sign orders.

When goods are delivered to the school they are usually received at the Rear entrance, where the number of parcels is checked and the delivery note signed.  (Where the goods are not checked they should be signed for as unexamined).  The Administrative Officer informs the relevant budget holder and asks them to collect the goods.  The administrative assistant checks the quality and quantity of the goods, returning the supplier’s delivery note to the Finance Officer.  The administrative officer checks the delivery note against the official order.

The Finance Officer inputs the invoice details into Sage Accounts after matching them to the order and delivery note.  Any price differences are checked with the Budget Holder, and, if necessary, the Administrative assistant contacts the supplier.

When issuing a cheque from the Disbursement Account, the purchase order and cheque are prepared by the Finance Officer, then passed to the cheque signatories for them to sign and confirm that the details are correct. The school is now mainly paying by BACS.

The cheque signatories will normally be two of four - one of whom must be the Head/Deputy Head Teacher. One of the cheque signatories confirms that all payments are supported by the relevant authorised documentation, by initialling the grid stamp.

The documentation is returned to the Finance Officer who sends the cheque / BACS payment to the supplier.  

NON ORDER INVOICES

Non-order invoices, e.g. gas, electricity, telephone, etc, are checked for reasonableness by the Finance Officer who enters them into the Sage System.  The Premises Manager carries out periodic checks on gas and electric meters to ensure the school is being charged correctly.

MINOR BUILDING MAINTENANCE PURCHASES

When jobs are requested urgently for minor building repairs, these are authorised by the Premises Manager.

The Premises Manager maintains a list of authorised suppliers for building and maintenance works and requests quotations from those best qualified to carry out any required work.

On completion of the job, the invoice will be approved by the Premises Manager before being passed to the Finance Officer to process for payment

B. Pay

The Governing Body considers the recommendations of the Headteacher on appointments, terminations and salary levels other that the Headteacher’s own which is discussed and agreed by the Appraisal Committee and the chair of governors.

Overtime claims and expense claims should be completed at the end of each month and will be paid with the following month’s salary.  Overtime claims and expense claims are authorised by the Head Teacher.  Overtime claims and expense claims are not returned to the claimant after authorisation but passed direct to the Administrative Officer.

Access to personnel files is restricted to the Head Teacher/Senior Office Manager and pay printouts are kept in the Head Teacher’s Office.  The school is registered under the Data Protection Act and the new GDPR guidelines are adhered to.

Monthly procedures

The following procedures take place on a monthly basis and are performed by either the Financial Consultant, Finance Officer or Senior Office Manager.

The Senior Office Manager is responsible for:

· The completion of standing data amendment forms in respect of any starters, leavers, etc., which are authorised by the Head Teacher, prior to despatch to the school’s personnel service providers, Hackney Learning Trust.

· Ensuring that overtime claims are authorised by the Headteacher, noted and sent to the LBTH Payroll Section for payment.

The Finance Officer is responsible for:

· Checking the pay details received from Payroll to ensure all amendments such as overtime and supply staff, starters and leavers have been made correctly.
 
· Ensuring that these checks are reviewed by the Head Teacher and evidenced by initialling the payroll validation report;

The Financial Consultant:

·  Reconciles gross pay from the payroll records to personnel records annually. 

· Checking the gross pay for each employee against an internally produced spreadsheet and drawing the attention of the Head Teacher to any significant or unexplained variances;  


The LBTH monthly payroll amendment sheet is prepared by the Office Manager.  The relevant variances are authorised by the Headteacher.  Pay has to be completed by the prearranged date each month and despatched to the payroll bureau by that day in order that it can be processed. 

1) On receipt of the payroll printout, the Headteacher carries out spot checks for accuracy.  

The Office Manager then checks that there is a salary slip for each member of staff.  She is responsible for delivering the salary slips to employees.  In the event of a member of staff being away from work the Office Manager ensures that any undelivered salary slips are kept in a locked drawer until the member of staff returns.  If the employee is on long-term sickness the Senior Office Manager should ensure that the employee receives his/her salary slips by post.


D. BANK DETAILS

Guidance on Bank and Building Society accounts is given in the LBTH Scheme for Financing Schools.  Bank accounts in the school’s name may only be opened after authorisation from the Finance Committee.  All bank accounts opened in the school’s name must be notified to the LA.

The setting up of a direct debit or a standing order is subject to the same regulations as the signing of cheques (see below).  The bank has been instructed not to allow any of the school’s banks accounts to become overdrawn.

The School operates two bank accounts (details below) at: Lloyds Bank


ACCOUNT NAME							

Blue Gate Fields Infant School (LBTH) 	
Deposit Account

Cheques issued on all accounts require any two signatures from the following:

1. Ms Catherine Jones		Head Teacher
2. Ms Parul Begum			Deputy Head
3. Mr David Rudwick			Finance Officer
4. Ms Jo Rudwick			Office Manager
5. Ms Nicole Marsh			Assistant Head
6. Ms Sandra Silvestre		Assistant Head

Under normal circumstances, it is the Office Manager and Headteacher. 

The school uses pre-printed cheque stationery.  All unused cheques are kept in locked storage until required. Payments are now normally made by BACS.

BANK RECONCILIATIONS

The Finance Officer and Financial Consultant perform the bank reconciliation on all the bank accounts upon receipt of the bank statements, monthly.  The statements are reconciled against the bank balances on the Sage for Education accounting system.  

COURSE EXPENDITURE AND OTHER EXPENSES

COURSE EXPENDITURE

Members of staff wishing to attend a training course have to submit an application form to the Headteacher.  The Head checks that the funds are available for the particular activity.  
In deciding whether to allow a member of staff to attend a training course, consideration will be given to supply cover required, course costs, etc.  Depending on the type of course either a cheque is required in advance or is payable against an invoice by BACS payment.  An order will be placed for courses that are not part of the LA Service Level Agreement.  

TRAVEL and SUBSISTENCE EXPENDITURE

Claims for expenses in reimbursement of expenses incurred whilst attending a course are submitted on a travelling expenses claim form, available from the school office. 

Travel claims are paid at £0.45 per mile for journeys inside and outside London.  All other expenses i.e. car park fees, rail tickets, bus fares, subsistence, etc. are reimbursed by production of a valid receipt.  All likely expenses must be approved by the Head Teacher in advance of their being incurred.

The claim forms are submitted to the Headteacher for authorisation, who identifies to which account the expenses should be charged.  The claim form is passed to the Finance Officer who inputs the data into Sage Accounts

GENERAL TRAVELLING EXPENSES

Claims for general travelling expenses, e.g. school meetings, moderation meetings, taking sick pupils home, etc, are submitted on a travelling expenses claim form, available from the school office.

Expense forms are kept in the General Office.  Claimants complete the form for each trip, keeping a cumulative total of the miles incurred for that month.

The rate for travel by car is £0.45 per mile.  Car park fees, rail fares, etc are reimbursed on production of a valid receipt.  All likely expenses must be approved by the Head Teacher in advance.

All claims are submitted to the Head Teacher for authorisation, claims for the Head Teacher are authorised by the Deputy Head.

All travelling expense claim forms are filed in date order and retained by the Finance Office.

Expenses for interviewees are submitted on an appointment of staff candidates expenses claim form, when prearranged with the school (See Appendix 3.d.4).  The forms are authorised by the Head Teacher.  Candidates’ expenses forms are kept in the School Office.

The current mileage rates paid by the school are guided by the Inland Revenue thresholds.

The school needs to be aware of the tax implications if the rates per mile ever exceed the Inland Revenue rates.

E. INSURANCE

A copy of the school’s insurance policy is retained in the Head Teacher’s office and the main office. 

The school maintains a comprehensive insurance portfolio, which is compiled by the Tower Hamlets Insurance Section.

The insurers are notified of all new risks, property and equipment which require insurance or any other alteration affecting existing insurance on a timely basis. The school will not give any indemnity to a third party without the written consent of their insurers

The school immediately informs its insurers of all accidents, losses and other incidents, which may give, rise to an insurance claim. Claims under an insurance policy are authorised by the Head Teacher prior to submission to the insurance section.   The police are informed immediately, of any loss due to theft.

F. INCOME

PUBLIC FUNDS

The main sources of income into Blue Gate Fields Infant School are as follows:

· Grants from the LA
· Bank Interest
· Donations
· Curriculum Income
· Private telephone calls
· Lettings
· Insurance Claims
· Catering
· School Trips 

GRANTS
All grants from the LA are paid directly into the disbursements account. 

BANK INTEREST
Bank interest (gross) is credited to the relevant bank.

DONATIONS
The School occasionally receives donations from various groups or individuals. These are banked in the School Disbursements account. 

PRIVATE TELEPHONE INCOME
If staff wish to make private telephone calls, they must ask to use the office phone and pay for the call.

LETTINGS
At present, the school has a no lettings policy.

INSURANCE CLAIMS
The school has a comprehensive insurance policy and all claims are administered by the London Borough of Tower Hamlets’ Insurance Section

SCHOOL TRIPS
All school trips are currently administered via the school’s disbursements account. This is banked weekly.

PETTY CASH

The School does not maintain a petty cash imprest account at present.  Should it do so, in the future, Governors have agreed that approved claims, up to the value of £20 should be paid from the imprest account.  At present all approved claims are reimbursed by BACS payment. 

All claims are only reimbursed on production of a valid receipt.  The claimant or the Finance Officer completes a claim form which is attached to the receipt.  The Finance Officer notes the ledger code, to which the expense is to be charged, onto the form and passes it to the Head for signature.  The signed form is returned to the Finance Officer.  The claimant signs and dates the form to show receipt of the repayment.   Purchased goods should be presented to the Finance Officer as evidence of purchase.  A VAT receipt should be obtained in support of each purchase, where appropriate.

The Finance Officer enters the details of the payment into Sage Accounts.  

G. ACCOUNTING SYSTEM

The school maintains computerised accounting records using Sage for Education software package.  Sage for Education is password protected so that only the Finance Officer and the financial consultant have access.  Each user has full access rights. The School uses the following Sage Accounts options:
· Nominal Ledger

The School’s financial consultant has online access to the accounts and visits the school once each month to reconcile the above ledgers.

For more details on how to use Sage Accounts i.e. process transactions, print reports, etc, consult the Sage Accounts handbooks kept in the on-line help section of Sage Accounts

YEAR END

Each year end accounts are saved on to the schools network. The school can access information for the last 3 accounting years. 

The software support provider is: the school’s financial consultant


Audit arrangements
	Audit Type
	Previous audit
	Next audit

	
	
	

	Local Authority Internal Audit
	December 2017
	tba

	External Audit
	n/a
	n/a

	The latest Audit Report dated December 2017 is available in the Headteacher’s office 
	
	




I. VAT

The School is able to reclaim VAT on its non-business expenditure and must account for VAT on relevant income.  For more detailed guidance see the LBTH Scheme for Financing Schools.

SECTION 4: ASSETS 

ASSET CHECKS

Yearly reconciliations of assets against the registers and the registers against the assets are carried out.

The Headteacher carries out ad-hoc checks of the asset register against actual assets at least once a year and investigates any discrepancies found.

SECURITY MARKING

All attractive items of equipment, and those valued over £500 are indelibly marked with the school’s name and post code.

INSURANCE

Consideration should be given to the adequacy of the insurance cover when purchasing assets of significant value.

TITLE DEEDS

The land and buildings, which the school occupies, are owned by LA and no value is therefore included on the School’s balance sheet for these assets. 

BORROWING OF ASSETS BY MEMBERS OF STAFF 

Members of staff wishing to borrow either equipment or Computers have to make a request to the Headteacher who authorises the loan and obtains the signature of the member of staff in the loans register.  The loans register is countersigned by the Deputy Headteacher and the Premises Manager.  The equipment should be checked that is in good working order and condition, prior to the loan and on its return.  The member of staff should also ensure that the return of the equipment is recorded.   During the loan period, the member of staff is responsible for the safekeeping of the equipment and for any loss of or damage to the equipment whilst in their possession. In the case of laptops, members of staff are also responsible for ensuring that the laptops are used for school purposes only and that the ICT Acceptable Use policy is applied at all times. 

DISPOSALS POLICY

The LA has laid down clear guidelines on the disposal of assets.  If in doubt the School should apply to the LA to write off or sell any asset.  In particular the Secretary of State’s consent must be obtained to dispose of any land or buildings; any other asset originally purchased with Capital Grant; or any other asset worth more than £6,000 purchased with various purpose grants.  In these instances the School may not retain some or all of the sale proceeds.  
All disposals of assets, by sale or write off, require written authorisation by the Head Teacher and the Finance Officer together with the premises manager updates the assets register by recording details of the asset written off.  All assets are to be written off at cost, not at the value of the sale. LBTH Schools Financial Procedures Manual Section 9.7 gives the Headteacher the power to write off lost, damaged, surplus or obsolete assets or stock up to the value of £5000 per item or group of items and will dispose of such items on the best available terms. Above £5000 requires approval from governors or governors sub-committee where so empowered.

All condemned equipment should be defaced to render it unusable.

RECORDING OF ASSETS

All purchases of assets of £500 (and other attractive items e.g. digital cameras) and over are recorded in the assets register when the invoice is processed.  This register records the following information;
· Date of acquisition
· Description of the asset (make, model, serial number) 
· Cost
· Location of asset
· Details of disposal or write-off

SECTION 5: DOCUMENTATION AND SECURITY OF RECORDS

This section lists the main accounting records maintained by the school and how they are kept secure, and shows how and where documents are filed.

1. ACCOUNTING RECORDS

The school maintains computerised accounting records using Sage Accounts software package.  Sage Accounts is password protected so that only the Finance Officer, Office Manager and School’s Financial Consultant have access.  Each user has full access rights.  

The School uses the following options:
· Nominal Ledger

The following records are also maintained:
· Assets Register 

All manual records are kept in the Head’s Office / Finance Officer office.


2. DOCUMENT FILING

Copy Orders:	1: Original purchase order is sent to the supplier by email or post
2: Copy order is filed in numerical order in an orders pending folder maintained by the Administrative Officer
3: Copy order is returned to the budget holder for his/her records

Delivery Notes:	Filed with the order to which they relate pending receipt of invoice.  Where an order is only part delivered, the order is marked to indicate those items which have been delivered and copied with the copy being attached to the delivery note to await the invoice.  The original copy order is returned to the orders pending folder.

Purchase and Non-order Invoices:  	Purchase invoices are attached to the delivery note and copy order to await payment.    They are entered on to Sage Accounts.  Once the cheque has been prepared it is passed, with the delivery note and copy order, to the cheque signatories in a folder.  On return, the paperwork is filed in cheque number order in a monthly file.  Non-order invoices are entered on to Sage accounts, the cheque prepared and sent to the Cheque signatories in a folder.   On return, the paperwork is filed in cheque number order in a monthly file.  

At the end of each month a remittance list is printed and filed in the paid invoices file.

Pay Records: 	Computer Printouts 
Bank Statements:	Filed with monthly invoices/payments
Expense claim forms:	Filed in Cheque No order in the folder for the month of payment
Pay amendment forms:	On Personnel Files
Petty cash receipts:	Filed with the monthly payments, in cheque number order.
All accounting records are archived annually and retained for six years plus current year.




















SECTION 6: BUDGETING PROCEDURES 

OVERVIEW: 


BUDGETING

The process for formulating the annual budget commences around January/February each year, for the following financial year.  The School prepares the budget well in advance of notification from the LA of the annual Budget Share.

The Headteacher and the Financial Consultant prepare the draft budget. The Financial Consultant produces the budget working papers on spreadsheet to present to Governors.  

The following information is taken into consideration in preparing the budget:

· The School Development Plan (SDP), which includes short-term (one year) and medium-term (two to three years) plans.  The SDP is costed in terms of staffing / resource needs;
· The Section 251 Statement (proposed education spending plans published by the Local Authority) is checked to ensure that the funding relating to the school is accurate;
· Bids from the Subject Leaders and other budget holders, identifying three levels of need, essential, desirable, and ideal; this covers furniture and equipment and premises related expenditure and a formula is used with appropriate weighting.
· Previous year’s actual expenditure.

The Headteacher produces the budget after first identifying the staffing costs, secondly identifying the entire capitation /curriculum costs and finally balancing the budget by allocating funds for the maintenance of the premises and equipment.  (The SDP influences all these allocations).

The staffing budget is calculated extremely accurately, including for each employee their scale points, agreed increments and additional on-costs.  A contingency figure is normally included within the budgeted expenditure.

The Head Teacher and the Financial Consultant discuss the above available information in relation to the expenditure needs of the school for the following year and the probable income using this discussion to prepare the draft budget.  This will be in a similar format to that required by the LA, but under more detailed headings.  At the same time a summarised budget for the following two financial years will be discussed and prepared.

The Head Teacher and financial consultant will review the budgets prepared, and ensure the income corresponds to notification of grants receivable from the LA.

The budgets are then presented to the Finance and Personnel Committee as soon as possible and preferably in March/April, in the same format as the CFR returns (also Annual Income and Expenditure Budget).  When the Finance and Personnel Committee is completely satisfied with the figures presented to them, they approve the budget. The Finance and Personnel Committee also considers a Best Value Statement which underpins all areas of the school’s spending. 

The approved budget is presented to the Full Governors at their next meeting, with any additional information reported verbally by the Chair of the Finance and Personnel Committee. The Governors once again have an opportunity to ask relevant questions on the figures presented to them.  (The full Board of Governors meeting is usually arranged shortly after the Finance and Personnel Committee approve the budget)

The Finance Officer enters the budget figures onto Sage Accounts and submits the relevant budget forms to the LA in accordance with the format and timetable set out in Section 7.

When the budget has been fixed for the financial year, the Head Teacher has the authority to spend within the agreed budget, see below.  

For more details regarding levels of authority for purchasing, see Tendering Policy – Section 8.d.

Subject Leaders and budget holders are given their capitation allowance for the financial year; they have total discretion on when they can spend their allocation.  

All Subject Leaders and budget holders are required to ensure that all purchases from their budget achieve the best possible value for money.  The Headteacher gives Subject Leaders and budget holders, guidance on budget monitoring.  The Budget holders are encouraged to take time during the financial year to discuss any problems they might have in their current budget and how to prepare for the following year taking into consideration their development plans with the Headteacher.  Any budget allocation remaining unspent at the end of the year will not be carried forward unless a specific agreement to the contrary exists between the Head Teacher and the budget holder.  Budget holders are given a monthly report on their expenditure to date.

The budget is reviewed monthly. Discussions take place between the Head Teacher and financial consultant as to any necessary revisions, in light of actual results to date compared with budget.   If necessary, a revised budget is then prepared for presentation to the full Board of Governors.

Actual results are continually monitored against budget on a monthly basis.  The Financial consultant produces a monthly financial summary report on spreadsheet (see Section 7.)  This is reviewed and discussed on a regular basis by the Head Teacher and the financial consultant, as well as the Finance Committee.

The School has developed a three-year strategic plan, which covers all areas of income and expenditure starting with predicted pupil numbers and the School Development Plan.

Under the terms and conditions of the financial regulations, the Governors are not allowed to present a cumulative deficit budget, unless previously agreed with the LA.

SECTION 7: REPORTING TIMETABLE AND FORMAT OF REPORTS

Monthly:- 

LA cash reconciliation statements

Income and Expenditure report

Bank Account Report and Reconciliation

VAT Return

Quarterly:-

As above plus budget monitor in CFR format

Governing Body reports

The Governing Body meets on a regular basis and before each meeting receives copies of the latest Income and Expenditure outcome. This is a detailed income and expenditure report, showing original budget, actual to date, variance and, after September, the anticipated outturn. To support the above report the Governing Body reports on the reasons for any variance of a material value, whether it is an under or overspend.

HEAD TEACHER REPORTS

The Head Teacher receives a copy of all the budget monitoring reports prior to their being given to the Governing Body.   In addition to this, she meets with the financial consultant on a monthly basis or as and when required to discuss any financial issues.



SUBJECT LEADER/BUDGET HOLDERS REPORTS

All the budget holders receive an Income and Expenditure statement, as and when required, showing budget allocation, actual to date, commitments, and balance remaining. 

All financial reports have to be prepared in accordance with accounting convention, where applicable, i.e. accruals basis, historic cost.  For more details on financial reporting to the LA, see the relevant sections in the Scheme for Financing Schools.

SECTION 8: GOVERNING BODY: POLICY DECISIONS and BUSINESS INTERESTS

a) Minutes of the governing body and its committees

b) Lists of governors and members of each committee

c) Declaration of business interests

d) Tendering Policy

e) Lettings Policy

f) Non-Compliance Policy

g) Leasing Policy

h) Accounting Policy

i) Charging Policy

j) Whistle blowing Policy

a) MINUTES OF THE GOVERNING BODY

Minutes of the full Board of Governors are kept in the Headteacher’s Office.  EduAction provides the Clerk to the Governors under a Service Level Agreement.  These minutes make reference to decisions made by the Governors, including all and any with financial implications.

B) LIST OF GOVERNORS                                 

A list of current governors is available 

C. DECLARATION OF BUSINESS INTERESTS, GIFTS AND FAVOURS

All Governors and Staff are requested to complete a form declaring any business interests.  See Register of Business Interests in main budget file.

The register of business interests should be updated and checked for both accuracy and completeness on an annual basis by the Head Teacher and Clerk to the Governors. There will also be an opportunity to declare business interests at each meeting. 

The governing body and members of staff who can influence buying decisions recognise their responsibility to avoid any conflict between their business and personal interests and those of the school.
The school therefore maintains a register of the business interests of each governor, member of staff with significant financial responsibilities, their relatives and other individuals who may exert influence. The register includes
· Interests with suppliers from which the school may wish to buy goods or services
· Interests in the appointment, salary, promotion or conditions of service of members of staff
The information in the register is taken into account whenever buying or staffing decisions are made. Any governor or member of staff who has an interest in a business tendering for a contract may not form part of the committee awarding the contract.  Any governor or member of staff who has an interest in the appointment, salary, promotion or conditions of service of a member of staff may not form part of the committee recommending or deciding these.
Governors and members of staff are required to inform the school of any changes in their interests as these arise so that they can be entered in the register. The register is also updated annually. Nil returns are obtained as appropriate. Any governor or member of staff who is unwilling to declare their interests or complete a nil return is not permitted to influence a buying or staffing decision. 
The register is freely available for inspection by governors, staff and parents.
[bookmark: _Toc507381977]Receipt of gifts, hospitality, entertainment and other services
Governors and members of staff involved in making buying decisions do not accept excessive, frequent or regular gifts, hospitality, entertainment or other services from existing or prospective suppliers. When considering whether to accept such offers, they consider whether they could affect their independence or cause concern that they might affect their independence. The school maintains a register of gifts and favours offered and whether these were accepted or rejected. Governors and members of staff are required to inform the school of such offers as they arise. 
[bookmark: _Toc507381978]Expenditure on gifts, hospitality, entertainment and favours
The full governing body approves any expenditure on gifts, hospitality, ex-gratia payments and losses to be written off. The school maintains a log of these. Such expenditure is only authorised if the governing body can demonstrate that they have taken into account the principles of probity, accountability and value for money.
Expenditure on hospitality from public funds is only incurred in the provision of education. Hospitality is generally only provided in the workplace and usually restricted to Christmas and Eid lunch, sandwiches on INSET days, tea/coffee and biscuits or soft drinks. Modest hospitality is occasionally provided outside the workplace. The headteacher maintains a register of the occasions when hospitality is provided, the number of people involved and the costs incurred.
[bookmark: _Toc507381979]Private use
The school does not obtain goods or services for the private use of governors and members of staff. Governors and members of staff may not:
· Hold any interest in any equipment or property held or used for the school
· Acquire any interest in the disposal of school equipment or property at the end of any contract between the school and any third party

D.PURCHASING and TENDERING POLICY

The school has adopted a tendering policy for items of work of significant value, which carefully analyses and compares all possible options to ensure that best possible value for money is obtained. 

This policy assumes the use, in appropriate cases, of outside consultants to draw up the specification, receive tenders, and make recommendations to the school.

For goods and services up to a value of £5,000 the school is not required to obtain telephone or catalogue quotations but must have an Official Order 

Goods and services with a value of £5,001 to £10,000 are subject to a minimum of three competitive quotations in writing and must be on an Official Order/Contract and requiring Head teachers approval in the standard form of a Head teachers Report 

Goods and services with a value of £10,001to £20,000 are subject to three written quotations requiring Governors Sub Committee Approval and must be on an Official Order/Contract

Goods and services valued at £20,001 and over are subject to full tender (see below). These will require Full Governors’ Approval 

Recurring contracts should be reviewed for value for money approximately every three years or prior to renewal, e.g. catering, pay, grounds maintenance, heating, etc. 

FULL PROCEDURE

Appointment of Consultants for the provision of major works and/or services

Should the school choose not to use the relevant section within the LBTH, the Governors, the Head Teacher and the Finance Officer/Financial Consultant draw up a list of consultants with relevant experience and acceptable fees. After consultation they recommend a firm of consultants to the relevant committee for approval for the particular work to be done.  They must ensure that the consultants follow the required tendering procedures as detailed below;

Following approval by the governors the Head Teacher confirms the appointment of the consultants in writing to them.  The fee rates are also confirmed in writing.

Invitation to Tender
The consultants draw up the specification identifying the work to be performed in conjunction with the Head Teacher, and any other person with relevant interest depending on the work to be done, e.g. Senior Management Team, staff, etc.

Specification – this should include

· Technical details
· Health and Safety considerations
· Insurance requirements
· Contract
· Payment details
· Logistical details

Form of Tender

The form of tender should include:

· The total contract price including VAT implications
· A breakdown of the price to specific elements of the works
· Time Scale

Selection of Companies invited to tender

The appropriate committee will draw up a list of the organisations invited to tender.  The list will be reviewed and agreed by the Head Teacher, who will check Governors’ interests in any of the organisations.  The appointed consultants will send out invitations to tender.

Receipt of Tenders

Tender documents will be sent to the School. More than one person should open all tender documents on the same day. The name of the tenderer and the contract price should be recorded.


Tender Evaluation

The tenders will be evaluated on the following criteria:

· Compliance with technical and contractual requirements
· Price and VAT implication
· Arithmetical check
· Appropriate qualifications of the organisation
· Knowledge of quality of work and reliability
· Previous experience of similar work
· Previous experience of working with the School
· Time scale involved

In all cases a formal report should be prepared summarising the above.

The Governing Body will decide or recommend (as appropriate) the tender to be accepted. Where it is recommended that the lowest tender is not accepted, the rationale behind the decision should be documented.

No work may commence until formal letters of approval are issued.

Emergency Decisions

If an urgent decision is necessary and it is not practicable to call a meeting of the Governing Body, then a decision may be taken by either the Chairman of Governors or Vice Chair.

Emergencies include urgent matters of Health and Safety and matters which affect the normal operation of the School.

The Standing Committee is comprised of the Chairpersons of the following:-

Full Governing Body
  
E. LETTINGS POLICY

Control over the use of accommodation and facilities at Blue Gate Fields Infant School rests with the Governing Body.  The Governing Body has delegated the responsibility for the letting of the School building to the Headteacher who is responsible for approving or declining applications, subject to any directions given by the governing body, and will issue a regular report on the use of premises outside normal school hours.  The school does not currently let its premises.

Should governors vote to allow lettings:

Unless otherwise directed, the school will not levy charges below the full economic cost of the letting.  These charges are based on average costs of heating, lighting, cleaning, wear and tear and caretaker’s services.

The Governing Body reserves the right to amend their lettings charges at any time they should see fit.  The decision of the Governing Body shall be deemed final in this matter.

Although the school is not allowed to subsidise lettings, registered organisations, and community groups which are recognised as educational / cultural and which, undertake a regular programme of approved activities may be eligible for preferential rates at the discretion of the Head Teacher.

School functions and events organised by the Governing Body of a Parent/Teacher Association is exempt from all charges as they fall outside the scope of the letting arrangements.

Lettings will be accepted only upon condition that making the premises available to outside organisations would be suitable and does not affect the day-to-day use of school facilities by its staff and pupils.

The School Premises Manager must remain on site and in charge of the premises throughout the lettings.  Unaccompanied lettings will not be accepted.

In accordance with Licensing Act 2003 a licence is required for events involving Public Entertainment.  However, if the activity is limited to teachers, pupils of the school, parents of pupils and bona fide guests and therefore excluding any member of the public, then Tickets may be sold, in advance, through the school only and there should be no advertising, other than inside the school buildings, nor should tickets be available at any Entertainment or Theatre Agency, nor should tickets be sold at the door at the time of the event.  The restriction on advertising detailed above does not prevent letters or handbills being forwarded to parents and guests via the pupils.  Donations are usually asked for such events.

BOOKING PROCEDURES

Application for the hire of the premises should be made to The Premises Manager on the relevant form, giving as much notice as possible.

Subject to approval a provisional acceptance form will be offered along with the Governors’ Conditions of Use.  Use of the facilities will only be allowed if acceptance is confirmed in writing and conditions of use and indemnity forms are returned.  An invoice will then be raised.

Priority will be given to regular hirers. 

Occasional hirers will be encouraged to pay in advance. 

Lettings for which the charge more than covers the cost are liable for VAT (Output tax).  

NON PAYMENT

The Finance Officer constantly reviews the outstanding invoices file to ensure that the School has no long-term debtors.

Reminders are sent out for all outstanding amounts. The Governing Body is informed of any potential problems with outstanding lettings income.

The Head teacher has the authority to cancel the booking of any organisation that has outstanding invoices owing to the School.

CANCELLATION

Two weeks’ notice in advance will be taken as appropriate notice to cancel an event.

HEALTH AND SAFETY/FIRE SAFETY REGULATIONS

In accordance with the school’s Health and Safety Policy and School Fire Safety Regulations the School Premises Manager will explain the above procedures to the person in charge of the letting. These instructions will specifically relate to: -

· Emergency evacuation procedures
· Fire alarm points and fire-fighting equipment
· Assembly points and call-out of personnel
· Location of telephone and how to summon the Fire Brigade and emergency services.

A written copy of fire evacuation procedures will be issued to hirers.

F.  NON-COMPLIANCE POLICY

In the unlikely event of a serious breach of agreed policy by any member of the School, the governors would take the appropriate action necessary.

Depending on materiality the Governors would also immediately notify the LA and request that external auditors investigate.

G.  LEASING POLICY

Operating lease agreements can only be entered into on behalf of the School after full consultation, consideration and approval of the full Board of Governors.  Advice is then sought from the LA before proceeding

The current financial regulations do not allow schools to enter into finance lease agreements.  (If in doubt the Governors should seek professional advice).

H.   ACCOUNTING POLICY

The governing body is responsible for the preparation of annual financial statements. When complying with their responsibility the governing body must adhere to best accounting practice, unless there are alternative requirements as specified by the LA. Best accounting practice is considered to be the application of Generally Accepted Accounting Practice known as GAAP.

The fundamental accounting concepts are

Going concern concept
Accruals concept
Consistency concept
Prudence concept
Materiality

The explanation of these concepts is, briefly:

Going concern concept
That the school will continue in operational existence for the foreseeable future and that the Balance Sheet is prepared on the assumption that there is no intention or necessity to liquidate or to curtail significantly the scale of operation of the school,

Accruals concept
That the Income and Expenditure Account and Balance Sheet are prepared on the basis that revenue and costs are recognised when earned or incurred, not when money is received or paid.

Consistency concept
It is important in assessing the effectiveness of a school’s financial control arrangements that there is consistency when allocating financial transactions. This applies both within and between periods and any material changes between periods being clearly stated in the notes to the financial statements.

Prudence concept

Income is recognised by inclusion in the Income and Expenditure Account only when realised in the form either of cash or a debtor that will be paid with reasonable certainty. Provision is made for all known liabilities (and losses) whether the amount is known with certainty or is a best estimate in the light of the information available.

Materiality

Errors or omissions no matter how small are noted and corrected at the time they are identified 

J. CHARGING POLICY

The Charging Policy for the letting of the school's premises has been agreed by the Governing  Body and is as follows:

Local community rates are available at the discretion of the Governing Body.  

The school also charges for the following activities/matters:

School Visits
Loss of or damage to school property

Blue Gate Fields Infant School
Charging  Policy

The Education Act 1996 requires all schools to have a policy on charging and remissions for school activities, which will be kept under regular review.  

The Governors of Blue Gate Fields Infant School believe that all pupils should have an equal opportunity to benefit from school activities and visits (curricular and extra-curricular) independent of their parents’ financial means. This charging policy describes how they will do their best to ensure a good range of visits and activities is offered and, at the same time, try to minimise the financial barriers which may prevent some pupils from taking full advantage of the opportunities.

At Blue Gate Fields Infant School, we believe that the children benefit greatly from the visits and trips that are planned over the year as well as from visitors into school. Parents are asked for voluntary contributions when a trip has been organised. It is made clear in the letter that these are voluntary contributions and all children will be taken on the trip, regardless of whether their parents have contributed.

 Trips are organised at the beginning of the year, with the cost implication being taken into account. Travel is by public transport, where possible, which is free for children, to minimise costs and introduce children to the benefits of travelling by public transport.

The school reserves the right to cancel any trip or activity for which insufficient contributions have been raised.

The school does not charge parents for any activities, such as music lessons or out of school hours activities which are organised by the school.

However, from January 2011, Governors have decided to charge parents a contribution towards the cost of running after school clubs in order to enhance the quality and frequency of the clubs on offer. 

Charges for out of school hours clubs

At Blue Gate Fields Infant School charges will be made for after school clubs. The total cost collected will not exceed the cost of providing the activity. Parents will not be asked to subsidise the costs to other pupils and will only be asked to pay the cost, or towards the cost, of the activity per child. (The total cost divided by the number of children attending) 

The costs that may be legally recovered are :

1. Teaching staff engaged under contracts for services purely to provide an optional extra. This includes supply teachers engaged specifically to provide an optional extra.
1. Non-teaching staff
1. Any materials, book, instruments or equipment provided in connection with the optional extra.
1. Transport to an activity outside school hours.  

Remissions

Children whose parents receive one of the support payments below are legally entitled to remissions, where specified in this document. 

1. Income Support
1. Income Based Job Seekers Allowance
1. Support under part VI of the immigration and Asylum Act 1999
1. Child Tax Credits, provided they are not entitled to Working Tax Credits and have an annual income that does not exceed £16,190 
1. The guarantee element of State Pension Credit. 
1. Employment and Support Allowance.

Guidelines for the collection of money

Daily Dinner money

Parents whose children are not entitled to the Universal Infant Free School Meals (UIFSM) Grant (i.e. nursery age children) pay each day in office weekly / daily amount by cash or cheque.
Office staff use the Scholar Pack program to record which children have school dinners and the payment.
Dinner register are sent to the office electronically by class teachers.
Office Staff count and check that money adds up with the” Dinner Book Total”.
Money is locked in the school safe every day.
The premises manager banks the balances on Tuesday/Thursday into school Disbursement Account.
Office Staff initial, date and sign total amount banked.

Trip Money

Money is paid by card payment in the main office by parents.
The money collected is recorded on the class trip form.

Uniforms/Book Bag/P.E Bag, Uniform/Water Bottle

Parents may purchase these items from the school office by card payment. Office staff record it in the office income book.

Damaged Books

Card payments taken are recorded in the office income book.

School Fund (Parents) 
After the money has been raised it is counted by Admin.
All cash received is recorded in the office income book.
The money is banked separately in the School Fund Account. The records are initialled, dated and signed by the individuals concerned.

Telephone Box in Office

Monthly money is counted by the admin staff.
All cash received is recorded in the office income book.
The money is banked separately in the School Disbursement Account. The records are initialled, dated and signed by the individuals concerned.

Receipts are given to parents for any money paid to school over £15.


K. WHISTLEBLOWING POLICY

Introduction

The staff and governors of Blue Gate Fields Infant School seek to run all aspects of school business and activity with full regard for high standards of conduct and integrity. In the event that members of school staff, parents, governors or the school community at large become aware of activities which give cause for concern, Blue Gate Fields Infant School has established the following whistle blowing policy, or code of practice, which acts as a framework to allow concerns to be raised confidentially and provides for a thorough and appropriate investigation of the matter to bring it to a satisfactory conclusion.

Throughout this policy, the term whistle-blower denotes the person raising the concern or making the complaint. It is not meant in a pejorative sense and is entirely consistent with the terminology used by Lord Nolan as recommended in the Second Report of the Committee on Standards in Public Life: Local Spending Bodies published in May 1996.

Blue Gate Fields Infant School is committed to tackling fraud and other forms of malpractice and treats these issues seriously.  The School recognises that some concerns may be extremely sensitive and has therefore developed a system that allows for the confidential raising of concerns within the school environment but also has recourse to an external party outside the management structure of the school.

Blue Gate Fields Infant School is committed to creating a climate of trust and openness so that a person who has a genuine concern or suspicion can raise the matter with full confidence that the matter will be appropriately considered and resolved.

The provisions of this policy apply to matters of suspected fraud and impropriety and not matters of more general grievance that would be dealt with under the School’s grievance procedures.

When might the whistle blowing policy apply?
The type of activity or behaviour which Blue Gate Fields Infant School considers should be dealt with under this policy includes:
· manipulation of accounting records and finances
· inappropriate use of school assets or funds
· decision-making for personal gain
· any criminal activity
· abuse of position
· fraud and deceit
· serious breaches of school procedures which may advantage a particular party (for example tampering with tender documentation, failure to register a personal interest) 

What action should the whistle-blower take?
Blue Gate Fields Infant School encourages the whistle-blower to raise the matter internally in the first instance to allow those school staff and governors in positions of responsibility and authority the opportunity to right the wrong and give an explanation for the behaviour or activity.

Blue Gate Fields Infant School has designated a number of individuals to specifically deal with such matters and the whistle-blower is invited to decide which of those individuals would be the most appropriate person to deal with the matter.

Name and Position					Contact details
Catherine Jones (Headteacher)			head@bluegatefields-inf.towerhamlets.sch.uk 

David Waller (SAFS)	811 Wharfside Point South, 4 Prestons Road, London, E14 9LE
07782 206017 or by e-mail to david@schoolaccounts.co.uk
 
Chair of Governors			 Other: confidentially, in writing, via Headteacher’s pigeon hole

The whistle-blower may prefer to raise the matter in person, by telephone or in written form marked private and confidential and addressed to one of the above named individuals. All matters will be treated in strict confidence and anonymity will be respected wherever possible.

Alternatively if the whistle-blower considers the matter too serious or sensitive to raise within the internal environment of the school, the matter should be directed in the first instance to the London Borough of Tower Hamlets, Chief Internal Auditor.
LBTH whistle blow hotline number (0800 528 0294).

The London Borough of Tower Hamlets has its own procedures for dealing with such matters and will ensure every effort to respect the confidentiality of the whistle-blower. The LA will ensure relevant officers of the Department for Education (DfE) are informed as appropriate.

In addition information and advice can be obtained from the charity Public Concern at Work.  This charity offers free legal advice in certain circumstances to people concerned about serious malpractice at work. Their literature states that matters are handled in strict confidence and without obligation. Contact details for the charity are as follows:
Public Concern at Work
Suite 306
16 Baldwins Gardens 
London
EC1N 7RJ 
Telephone number 0207 404 6609.

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

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

The whistle-blower will be informed of the results of the investigation and the action taken to address the matter. Depending on the nature of the concern or allegation and whether or not it has been substantiated, the matter will be reported to the governing body and the London Borough of Tower Hamlets.

If the whistle-blower is dissatisfied with the conduct of the investigation or resolution of the matter or has genuine concerns that the matter has not been handled appropriately, the concerns should be raised with the investigating officer(s), the governing body and/or directed to the London Borough of Tower Hamlets.

Respecting confidentiality
Wherever possible Blue Gate Fields Infant School seeks to respect the confidentiality and anonymity of the whistle-blower and will as far as possible protect him/her from reprisals.  The School will not tolerate any attempt to victimise the whistle-blower or attempts to prevent concerns being raised and will consider any necessary disciplinary or corrective action appropriate to the circumstances.

Raising unfounded malicious concerns
Individuals are encouraged to come forward in good faith with genuine concerns with the knowledge they will be taken seriously. If individuals raise malicious unfounded concerns or attempt to make mischief, this will also be taken seriously and may constitute a disciplinary offence or require some other form of penalty appropriate to the circumstances.

Conclusion
Existing good practice within Blue Gate Fields Infant School in terms of its systems of internal control both financial and non-financial and the external regulatory environment in which the school operates ensure that cases of suspected fraud or impropriety rarely occur. This whistle blowing policy is provided as a reference document to establish a framework within which issues can be raised confidentially internally and if necessary outside the management structure of the school. This document is a public commitment that concerns are taken seriously and will be actioned.


Approved by Governors: September 2025
Review Date: September 2026


SECTION 9 SECURITY

The accounts software, Sage Finance is password protected and only accessible to the Finance Officer, the Senior Office Manager and the Financial Consultant. The password is changed if any of the relevant personnel leaves the school’s employment.

Each user on Sage Accounts has certain access rights. The system produces an audit trail where any unauthorised access would be detected. All rooms containing computers are locked overnight. 

BACKUP PROCEDURES

The Scholar pack system (the pupil records database) is backed up on a weekly basis.

A backup of the Sage accounts system is taken on a weekly basis on a data pen which is stored in a locked cupboard.  A second backup is taken by the school’s financial consultant each month and kept off site.





SECTION 10: BENCHMARKING

It is vital that our school makes the best possible use of its limited resources. There is a greater need than ever to demonstrate best value to parents, auditors and regulators, and the need to ensure internally that resources are used effectively, is prompting schools to compare finances through benchmarking.

Benchmarking is a part of the school’s strategic financial planning to allocate resources to maximise pupil performance. By using it to focus on improvement it becomes a powerful tool to highlight opportunities for change.

The benefits of benchmarking our schools expenditure are:
· Focus on planning and managing the budget;
· Identify areas for improvement;
· Set targets for improvement;
· Achieve best value;
· Improve the effectiveness of spending to improve performance;
· Deliver educational services to a defined standard;

Benchmarking will be undertaken on a regular basis and reports presented to the Governing Body for review and discussion.
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The Finance manual was approved by governors in September 2025 and signed by the chair of governors.

……………………………….. …………………. Chair of governors.

…………………………………………………….  Date

It will be reviewed in the Autumn term 2026 or sooner in the case of new information, changes or legislation. 


STAGE 1:
Collation of information 


STAGE 2: 
Headteacher, Finance Officer and Financial Consultant prepare draft budget


STAGE 3: 
Budget proposal to Finance and Personnel Committee


STAGE 4:
Governors discuss budget 


STAGE 5:
Finance and Personnel Committee approve budget for presentation to Full Governing Body 


STAGE 6: 
Budget presented to Full Governing Body 


STAGE 7: 
Budget reviewed regularly by the Headteacher, Finance Officer and Financial Consultant. Budget monitoring reviewed on a termly basis by Finance and Personnel Committee. 


 STAGE 8: Revised Budgets approved by Finance and Personnel Committee, termly reports presented to Full Governing Body 


Full Governing Body 





Headteacher 


Finance Officer/Office Manager


Senior Leadership and 
Management Teams


Financial Consultant 


Financial Consultant 
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