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SECTION 1 – ORGANISATION AND ACCOUNTABILITY 
 
1. The purpose of this policy is to outline the financial controls authorised by the Governors of St 

Cuthbert’s CofE Infants School to ensure sound, efficient and effective management of the 
School’s financial resources with the aim of providing the best possible resources and 
environment in which children can learn and develop to their full potential. 
 

2. This policy has been drawn up with reference to the EFA’s Academies Handbook, the EFA’s Annual 
Academies Accounts Direction; St Cuthbert’s CofE Infants School’s Memorandum and Articles of 
Association; and St Cuthbert’s CofE Infants School’s current 7-year Funding Agreement with the 
Secretary of State (commencing 1st November 2012). 
 

3. This policy reflects St Cuthbert’s CofE Infants School’s legal status and resulting statutory 
obligations as 1) a private company limited by guarantee and 2) as an exempt charity under the 
Academies Act 2010 and 3) any additional requirements of the EFA and other significant funding 
bodies. 

 
The following section outlines the financial duties and responsibilities of: 

 
1.  The Governing Body 
2.  The Governors’ Business Committee 
3.  The Headteacher as Accounting Officer 
4.  The Finance Manager as Principal Finance Officer 
5.  The Administration Assistant 
6.  Budget Holders 
7.  The Leadership Team (Shared) 
8.  Staff 

 
1.1 Responsibilities of the Governing Body 
 
It is a requirement that the Governing Body meets at least once a term (3 times/per year).  No 
business can be conducted at any meeting unless a quorum is present.   
 
Responsibilities of the Governing Body include:- 
 

 ensuring that  
 
1) the objectives of St Cuthbert’s CofE Infants School as set out in its Memorandum and Articles 

of Association and  
 

2) requirements under the Funding Agreement as signed with the Secretary of State, are 
adhered to. 

 

 ensuring high standards of corporate governance are maintained 
 

 ensuring sound management and administration of the school and that managers are equipped 
with the relevant skills to achieve this 

 

 ensuring compliance with legal requirements and guidance including financial regulations (as 
outlined in the Academies Handbook, health and safety and employment law) 
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 establishing and maintaining a transparent system of prudent and effective internal 
controls. 

 

 ensuring that all restricted and unrestricted funds are used only in accordance with the objectives 
of the provision of that funding. 
 

 approving the annual budget and end of year accounts, following review of the External Auditors 
report. 

 

 planning and conducting its affairs to remain solvent. 
 

 appointing an internal audit service, to supplement the work of the annual report of the external 
auditor, to undertake an ongoing risk review and checking of financial controls. 

 

 Acting in the role of Audit Committee specifically in the circumstances where the External and or 
Internal Auditor has criticised the actions/decision making of the Business Committee. 

 

 providing such other information as statutory bodies, the EFA and other funding bodies may 
reasonably require satisfying that the financial management and organisation of the Governing 
Body are such as to enable it to fulfil its obligations.  

 

 assessing and managing risk (including maintenance of the school’s risk register). 
 

 ensuring that the Register of Business Interests is reviewed regularly to ensure it is up to date.   
 

 nominating appropriately qualified independent person to undertake an annual audit of other 
funds and accounts associated with the Governing Body and/or School. 

 

 approving the write-off of debts. 
 
At St Cuthbert’s CofE Infants School, the Governing Body has set up a Governors’ Business 
Committee to oversee the detail of the financial management of the School, reporting to the full 
Governing Body. 
 
1.2 Responsibilities of the Business Committee 
 
In relation to finance matters, the main purpose of the Governors’ Business Committee is to assist 
the decision making of the Governing Body, by enabling more detailed consideration to be given to 
the best means of fulfilling the Governing Body's responsibility to ensure sound management of the 
school’s finances and resources, including proper planning, monitoring and probity. Specific 
responsibilities of the Business Committee include:- 
 

 to consider the school's indicative funding, notified annually by the EFA, and to assess its 
implications for the school, drawing any matters of significance or concern to the attention of 
the Governing Body. 
 

 to consider and recommend acceptance/non-acceptance of the school's budget, at a timely 
interval before 31st July as required by the EFA for the start of each financial year on 1st 
September. 
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 to contribute to the formulation of the school’s development plan, through the consideration of 
financial priorities and proposals, within the stated and agreed aims and objectives of the 
school. 

 to receive and make recommendations on the broad budget headings and areas of expenditure 
to be adopted each year, including the level and use of any contingency fund or balances, 
ensuring the compatibility of all such proposals with the priorities set out in the development 
plan. 

 to liaise with other Governors’ committees, as appropriate, and to make recommendations to 
them about the financial aspects of matters they may be being considering. 

 to monitor and review procedures for ensuring the effective implementation and operation of 
financial procedures, on a regular basis, including the implementation of bank account 
arrangements and, where appropriate to make recommendations for improvement. 

 to prepare the annual accounts for filing in accordance with the requirements of Companies Act 
and Charity Commission  

 to act in the role of Audit Committee by employing/purchasing an internal audit service. To 
receive auditors’ reports and to recommend to the full Governing Body action as appropriate in 
response to audit findings, except where the External and/or Internal Auditor has criticised the 
actions/decision making of the Business Committee, in which case the Full Governing Body will 
assume the responsibilities of the Audit Committee. 

 to recommend to the Governing Body the appointment or reappointment of the auditors of the 
school. 

 to monitor the progress of the budget, expenditure and income including the authorisation of 
budget virements, drawing any matters of concern to the attention of the Governing Body. 

 to review  the Finance Policy on a three yearly basis or as and when new regulations arise from 
either statutory guidance or on the recommendation of the Responsible Officer or the school 
accountants. 

 to recommend the writing off of bad debts to the Governing Body 

 to oversee the school’s management of risk, including completion of the school’s risk register and 
subsequent action plan for recommendation to the Governing Body; health and safety 
management and compliance with other statutory and regulatory controls. 

 
Other responsibilities of the Business Committee are set out in the committee terms of reference 
that are agreed and minuted each year. 
 
At St Cuthbert’s CofE Infants School, the Chair of the Business Committee will report back to the 
Governing Body, making appropriate comments and recommendations for ratification by the 
Governing Body.   
 
In practice the operational aspects of the above responsibilities are delegated to the Headteacher 
acting in the role of Accounting Officer and in turn to the Finance Manager acting in the role of 
Principal Finance Officer. 
 
1.3     Responsibilities of the Internal Auditor(IA) 
 
The Internal Auditor (IA) acts as an independent review and ongoing assurance to the Governing Body, 
ensuring that:- 
 
•  the financial responsibilities of the Governing Body are being properly discharged; 
•  resources are being managed in an efficient, economical and effective manner; 
•  sound systems of internal financial control are being maintained; and 
•  financial considerations are fully taken into account in reaching decisions.  
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At St Cuthbert’s CofE Infants School, the IA will be an external appointment and it is the expectation 
that the governors will allocate adequate resources to enable this.  The IA will be required to 
undertake checks to ensure that the correct procedures have been followed, including:-  
 

 Review that bank reconciliations have been carried out each month, including a review of 
validity of reconciling items; 

 Review of the monthly payroll to ensure that any changes have been appropriately 
authorised; 

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

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

 Review of a sample of expense claims to ensure there is appropriate documentation to 
support the claim and that the claim is appropriately authorised; 

 Review the returns to the EFA to ensure the information supplied is consistent with the 
underlying accounting records and internal management reports; 

 Carry out spot checks of petty cash balances and supporting vouchers and 

 Review all major contracts and ensure formal tendering procedures exist and are being 
adhered to. 

 
The programme of checks undertaken by the IA will be agreed with the Governing Body or 
The Business Committee (as appropriate). After each checking session the IA will provide the 
Governing Body and/or the Business Committee with a written report. 
 
1.4 Responsibilities of the Headteacher (Accounting Officer) 
 
It is a requirement of St Cuthbert’s CofE Infants School’s Funding Agreement with the DfE that the 
Headteacher is the Accounting Officer.  This post confers responsibility for financial and 
administrative matters, the Headteacher being personally responsible for:- 
 

 ensuring regularity and propriety; 

 prudent and economical administration; 

 avoidance of waste and extravagance; 

 efficient and effective use of available resources; 

 preparing the school’s risk register,  

 preparing and maintaining the school’s disaster recovery plan, and 

 the day to day organisation, staffing and management of the academy. 
 

Included in the responsibilities of the Headteacher is a duty to take appropriate action if the 
Governing Body is contemplating a course of action which he or she considers would infringe the 
requirements of propriety or regularity (including the provisions of the Funding Agreement, the 
School’s Development Plan, or other documents setting out the financial duties of the Governing 
Body or of any other rules governing the conduct of the body) or would not represent prudent or 
economical administration, or the efficient or effective discharge of the Governing Body's functions.   
 
In such circumstances, the Headteacher would be required to put his or her objections in writing to 
the Governing Body and to advise them of his/her requirement to inform the DfE’s Accounting 
Officer (the Permanent Secretary) and the School’s external auditors.   
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Such notification should occur without undue delay, and may result in intervention by the DfE’s 
Permanent Secretary.  
 
1.5 Responsibilities of the Finance Manager (Principal Finance officer) 
 
At St Cuthbert’s CofE Infants School, the Finance Manager acts in the role of Principal Finance Officer 
 

 the day to day management of financial issues; 

 the management of the academy’s financial position; 

 the maintenance of effective systems of internal control; and 

 ensuring that the annual accounts are properly presented and adequately supported by the 
underlying books and records of the academy. 

 
Specifically, this includes:-  
 

 preparing the School’s annual budget, and exercising budgetary control throughout the year, 
including the proposal of all virements. 

 undertaking and presenting financial plans for the short, medium and long term with particular 
regard to known funding changes, student number and staff profile trends. 

 ensuring the integrity of the School’s finances, adhering to good audit practice and following St 
Cuthbert’s CofE Infants School’s finance policy. 

 carrying out end of year procedures in accordance with the required timetable for closing old year 
accounts, identifying accruals and setting up new financial year. 

 preparing annual accounts for statutory bodies in the format they require by regulation, e.g.: 
Companies House and the EFA. 

 preparing financial reports for the EFA, Governors, Headteacher, Budget Holders and others as 
appropriate on budget variations, projected out-turns, cash flow forecasts, final accounts, 
creditor/debtor analysis, trends and other statistical information as appropriate in the format 
requested. 

 liaising with and responding to the School’s Accountants and Auditors (both external and internal), 
including preparation and execution of any action plans arising. 
 

o ensuring orders are processed for all purchases, checking goods and services have 
been received against delivery notes, orders and invoices; ensuring the school is 
charged only for goods received; authorising and processing invoices; preparing 
cheques/BACS payments;  

o production of debtor invoices; receiving and prompt banking of all income; correct 
processing of direct debit payments; pursuing bad debts; 

o monthly bank reconciliations;  
o journal entries, purchasing card transactions.  

 

 undertaking best value exercises including competitive tendering as and when appropriate. 

 managing the School’s payroll,  

 ensuring correct payments and payslips and reports are made to staff, HMRC (including 
dispensation approval), pension funds, professional associations, charities and other bodies by the 
appropriate deadline in the format requested. 

 processing all overtime, additional hours, casual and other pay related claims including payroll 
payments to 3rd parties: reconciling monthly payments to payroll records; alerting the 
Headteacher to all variances. 

 Maintaining an up to date fixed assets register and inventory of school equipment. 
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 ensuring, as far as is reasonably possible, compliance with HMRC’s treatment of VAT on the 
School’s transactions, including timely submission of VAT 126 returns. 

 accurately completing all financial aspects of funding development bids and management of funds 
relating to the projects(s) thereafter. 

 ensuring comprehensive insurance is in place as required and administering all claims for 
reimbursement as they may arise.  

 ensuring that the all data in the school is in held securely and in accordance with the requirements 
of the Information Commissioner both in terms of Data Protection and Freedom of Information 
legislation. 

 in liaison with the Headteacher, ensuring the maintenance of a disaster recovery plan, particularly 
in regard to the financial and ICT operational aspects of the School. 

 
The Finance Manager undertakes the above duties in consultation with and for the consideration of 
the Headteacher and the Governors’ Business Committee.   
 
In this, the Finance Manager is supported by the school’s externally appointed accountant and the 
Administration Assistant.  

 
 

1.7  Responsibilities of the Administration Assistant 
 
The Finance Manager is supported in undertaking day-to-day financial procedures and operations by 
the Administration Assistant.   
 
The Administration Assistant is responsible for ensuring compliance with aspects of the finance policy 
pertinent to that role and in particular in relation to any concerns they may have regarding possible 
financial impropriety to the appropriate person.  
 
 
1.8  Responsibilities of Budget Holders 

 
The School’s budget is split into cost centres, with a member of staff appointed as “budget holder” for 
each cost centre, responsible for ensuring that:- 
 

 expenditure is made in line with the purpose for which the budget was allocated.  

 expenditure does not exceed the approved budget and equally 

 funds are fully spent for the purpose given by the end of the financial year (or other agreed 
timescale). 

 prudent income targets, where set, are achieved. 
 
1.9 Shared Responsibilities of the Leadership Team 
 
The following responsibilities are shared by one or more member of the Leadership Team, being:- 
 

 the complete and accurate reporting on the School’s Management Information System (SIMS) of 
student enrolments and characteristics, including age, attendance, pupil premium eligibility and 
SEN designation, and consequently how this is recorded on funding returns to the DfE and other 
bodies e.g.: via the termly Census.   

 

 the implementation of the curriculum plan, in line with the School Development Plan and the 
efficient and effective allocation of staff resources.  
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1.10 Responsibilities of Staff 
 
All staff are expected to abide by the School’s financial management procedures relating to all financial 
transactions/activities they undertake on behalf of the School.  
 
All staff are expected to promptly report any concerns they may have regarding possible financial 
impropriety to the appropriate person. 
 
 
SECTION 2 - INTERNAL FINANCIAL CONTROLS 
 
Internal controls are the processes and procedures which management set in place to ensure that 
their objectives, financial and operational, are met.  Internal controls mitigate the risks which 
management identify as obstacles to achieving their objectives. 
 
It is the responsibility of the Governors, Headteacher and Finance Manager to ensure that the School’s 
staff and assets are properly protected through internal financial controls and that they can 
demonstrate sound financial practice. 
 
2.1 Division of Duties 
 

2.1.1 Division of Duties ensures the involvement of more than one member of staff in the 
undertaking of financial tasks. This ensures that one person is not solely responsible 
for any given function and helps protect against possible error/fraud. 

 
 Appendix 3 which details Division of Duties for processes ie order, invoicing, and petty 
cash including cover for absences.  Authorised signatures listed have been agreed by 
Governors.  In the school all transactions are traceable through the system from start 
to finish.  In order to achieve this for ordering and invoicing the following process has 
been added:- 
 

 (1) Individual staff prepare orders for goods and services using the approved school 
requisition forms 

 
 (2) The Budget Holder signs the order requisition form and the Headteacher counter signs 

the form to approve the expenditure. 
 
 (3) The Administrative Assistant or the Finance Manager prepares and authorises orders 

on FMS. 
 
 (4) Headteacher or the Deputy signs the invoice before processing, confirming that the 

goods have been received in school, are an authorised purchase and that goods are 
for school use. 

 
 (5) The Administrative Assistant and or the Finance Manager adds the relevant invoice 

details onto FMS. 
 
 6) The Finance Manager will prepare a file of invoices for processing on a BACS run at an 

appropriate time (weekly/ fortnightly depending on invoice details and cash flow) 
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 (7) Two of the following three staff will approve the BACS run before processing   
 
   Headteacher, Finance Manager, Deputy. 
 
2.2 Document Alterations 
 
 2.2.1 No alterations are made to any invoices.  If a change is required, the Finance Manager 

requests an amended invoice or credit note from the supplier. 
 
2.3 Authorised Signatories 
 

2.3.1 A list of personnel authorised to sign orders, invoices, cheques, etc. are kept up to 
date by the Finance Manager and are agreed annually by the Governing Body.  

 
2.4 Register of Business Interests 
 

2.4.1 This is reviewed regularly, even if a ‘Nil’ return. 
 
2.5 Retention of Records 
 

2.5.1 Documents need to be retained for HMRC purposes.  See Appendix 2 for details.  
Documents are archived annually by the Finance Manager/Administration Assistant, 
as appropriate. 

 
 
SECTION 3 - BUDGETING/FINANCIAL MANAGEMENT AND PLANNING 
 
The Governing Body is collectively responsible for the overall direction of the school and its strategic 
management which includes the preparation and monitoring of the schools budget.  This is approved 
and signed by the Chair of Governors in a timely manner to meet EFA deadlines. 
 
3.1 Funding 

3.1.1 The majority of the funds received by school are provided by the EFA via the General 
Academies Grant (GAG), in line with the current 7-year Funding Agreement signed 
with the Secretary of State in November 2012.  Limited additional funds, mainly for 
SEN provision, are also provided by Somerset County Council and other grant 
awarding bodies. 

 
3.2 Preparation of the School Budget 
 

3.2.1 The budget is prepared by the Finance Manager in consultation with the Headteacher.  
This will be presented to the Governors’ Business Committee for their consideration 
and recommendation, or not, to the full Governing Body. 

 
3.2.2 The budget produced is based on: 
 

 anticipated funding and other income, including student numbers 

 planned staffing levels for the coming year 

 historical expenditure adjusted for inflation and any known changes 

 curriculum budgets set on the basis of need 

 new initiatives that are known and included in the School Development Plan. 
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3.2.3 As far as reasonable practicable, the budget at the beginning of the year will include 

a general contingency to cater for unforeseen circumstances. 
 
3.2.4 A deficit budget cannot be presented unless the Secretary of State has agreed to fund 

such a deficit in exceptional circumstances, eg: unforeseen sudden drop in student 
numbers.  The Governing Body will be expected to reduce expenditure and bring the 
budget into balance. 

 
3.3 Budget Monitoring and Reporting 
 

3.3.1 Regular monitoring of income and expenditure against the agreed budget is central 
to effective financial management. 

 
3.3.2 The Finance Manager produces budget monitoring reports/system printouts for 

income and expenditure for the Headteacher. These include: 

 the approved budget 

 revised/current budget 

 sums committed but not yet paid 

 actual expenditure to date 

 balances remaining 

 percentage spent 
 

 3.3.3 The Finance Manager monitors monthly management reports to identify any 
variances/unexpected expenditure. Staff costs and variances are also monitored 
when the monthly Payroll reconciliation is carried out. Any necessary action is taken. 

 
3.3.4 The Finance Manager presents a financial report, at least three times a year, at the 

meeting of the Governors’ Business Committee, providing explanatory notes, details 
of budget virements and any remedial action taken/required or items requiring 
further discussion. 

 
3.3.5 If it is anticipated that the school may go into a deficit situation by the end of the 

financial year, the Headteacher will inform the EFA, with a proposed course of action 
to recover the deficit. 

 
3.3.6 Any surplus funds at the end of the year will be carried forward for consideration in 

the new financial year’s budget.  
 
3.3.7 The Finance Manager and Headteacher both monitor cash flow and this may 

determine budget profiling particularly with building capital works. 
 

 
3.4 Virements/Budget Movements 
 

3.4.1 The Governing Body have agreed on an amount that can be vired without their prior 
approval to allow some flexibility within the everyday running of the school. This 
stands at £3,000. 

 
3.4.2 All virements are reported to the Governors’ Business Committee at the next available 

opportunity. 
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3.4.3 A record of virements for the current year and two previous years are kept by the 

school. 
 
3.4.4 Any internal journals for significant amounts should be printed and authorised by the 

Headteacher.   
 

 
3.5 Forward Financial Planning 
 

3.5.1 The Headteacher and Finance Manager review the school’s student numbers annually 
in the Summer term for the next three years to assess the effects on the school’s 
estimated funding. 

 
3.5.2 During the budget setting process in the Summer term, the Finance Manager 

produces a detailed budget plan for the forthcoming year from September.  An 
indication of future year budget trends is also provided, albeit subject to annual EFA 
revisions to the funding formula. 

 
3.5.3 The estimated levels of Formula Funding for the future years are compared to the 

budget plans to identify any trends/concerns that can be brought to the Business 
Committee’s attention. 

 
SECTION 4  - HUMAN RESOURCES(HR)/PAYROLL 
 
In undertaking the School’s HR and Payroll service, it is the Governing Body’s responsibility to ensure 
compliance with employment law and HMRC PAYE, pension and safeguarding regulations. 
 
4.1 HR/Payroll Service 
 
 4.1.1 The Finance Manager will review the provision of the School’s HR/Payroll advice on 

an annual basis for consideration by the Business Committee. 
 
 4.1.2 Such a review will take into account the benefits of in-house provision in conjunction 

with, or against, an external “bureau” service or consultancy.   The need for accurate 
understanding of the law and capacity to ensure accuracy of pay for staff will be key 
factors in choosing HR and payroll provision.  

  
 4.1.3     The school will purchase external support for more complex HR issues and/ or 

elements of processing payroll. 
 
4.2 Payroll Access and Authorisation 
  
 4.2.1 The following staff have access to the contractual information held on the school’s 

management information system:- 
 The Headteacher 
 The Deputy 
 The Finance Manager 
 The Administrative Assistant 
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 4.2.2 Payroll reports are usually available for download from the school’s payroll provider 
between the 20th and 25th days of the month.   These data protected reports are 
emailed to the Finance Manager. 

 
 4.2.3 Following checking of monthly payroll reports in advance of the payroll run, the 

Finance Manager authorises the monthly payroll, having first notified the school’s 
payroll bureau of any amendments/adjustments to be made. 

 
 4.2.4  The Headteacher or Deputy will make spot checks on the monthly payroll and 

evidence authorisation of the monthly payrun. 
 
 4.2.5 The Finance Manager carries out the monthly reconciliation of the payrun to staff 

details held in the FMS system. The final payrun report is checked and evidence by 
signing by the Finance Manager and Headteacher. 

 
4.3 HR/Payroll Service Regulations 
 

4.3.1 The school is aware of a number of areas where HMRC regulations affect or 
determine the way payments are made. This is of particular importance relating to 
individuals who are self-employed offering services to the school. Payroll 
transactions are processed only through the payroll system and not through petty 
cash.  

 
4.3.2 The Governing Body has established procedures for the administration of HR 

activities, including appointments, terminations and promotions. These procedures 
are set out at appendix 8 of this policy 

 
4.3.3  Information necessary to maintain records of service for Superannuation, National 

Insurance and Income Tax is kept secure for seven years, with only authorised staff 
allowed access to personal records, in order to comply with the Data Protection Act. 

 
4.4 Payroll Forms 
 

4.4.1 The payment of all salaries, wages, pensions and other expenses such as travel and 
subsistence claims are processed through payroll on various forms. Travel rates will  
follow advice and guidance provided by Somerset LA, our HR provider.  These are 
authorised by the Headteacher, Deputy Head before being submitted to payroll by 
the appropriate deadline.  Specimen signatures have been sent to the payroll 
administrator.  No employee can certify expenditure from which he or she might 
personally benefit.  

 
4.4.2 The Chair of Governors is authorised to approve any amendments to the 

Headteacher’s contract. 
  

4.5 Pay Policy 
 

4.5.1 The school has a separate Pay Policy reviewed annually by the Governing Body. 
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SECTION 5 - PURCHASING 
 
The School endeavours to achieve value for money from all of its purchases.  Value for money in this 
context means getting what is needed in the correct quality, quantity and time at the best price 
possible.  The school establishes whether the price being obtained is competitive by consulting 
catalogues and seeking alternative quotations or undertaking formal tendering.  Price is not always 
the overriding factor in deciding which suppliers to use.  The school is aware of its place in the 
community of Wells and the Mendips and the need to support local businesses when this is practical.   
This section highlights the procedures in testing the market.  It also covers the placing of orders and 
paying for goods and services. 
 
5.1 Orders 
 

5.1.1 Official orders are issued for all work, goods or services except for supplies of public 
utility services. 

 
  The following procedure is followed: 
 

 Three quotations are required for individual purchases of greater than £3,000 
but less than £10,000 in value.  Written details of quotations should be 
attached to the requisition form for audit purposes. Prior approval of the 
Business Committee is required. The clerk will minute all such decisions. 

 

 Three written quotes are sought for all goods or service contracts over a value 
of £10,000.  All contracts over a value of £40,000 will be advertised locally. 
Any purchases at this level require prior approval of the Business Committee.  
The clerk will minute all such decisions. 

 

 Contracts for works will be procured as follows: 
 

Up to £3,000 One quotation (recorded verbal, internet or 
catalogue) 

£3,000 up to £10,000 Three quotations against an agreed 
specification (recorded verbal, internet or 
catalogue) 

£10,000 up to £40,000 Three written quotations against an agreed 
specification 

£40,000 to EU threshold Invitation to tender to at least three 
candidates 

At and above EU 
threshold 

EU procedure 

 

 The Governing Body may decide to appoint a contractor who has not 
submitted the lowest price where experience and/or information is a reliable 
indicator that the contractor will deliver value for money. 

 
5.1.2 The school will not enter into a financial agreement with substantial capital 

implications without the approval of the Governing Body. 
 
 5.1.3 Requisition forms are kept in the staff room and are used for requests and 

authorised by the budget holder before an official order may be processed.  Budget 
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holders should ensure there are sufficient funds within their Budget.  If unsure of 
the current balance the Finance Manager is consulted. 

 
 5.1.4 All commitments are entered on FMS by the Administration Assistant/Finance 

Manager in the form of an official order once a decision has been taken to purchase 
goods or services. 

 
 5.1.5 Where applicable, official orders are printed on controlled stationery and signed by 

the Headteacher. 
 
 5.1.6 Staff make use of Internet ordering taking account of best value.  Internet ordering 

is subject to the same financial controls. 
 
 5.1.7 The school holds one credit card in the name of the Admin/Finance Assistant.  The 

school is subject to a monthly expenditure limit of £10,000, and up to £1000 on one 
transaction. 

 
 5.1.8 A copy of all orders is retained at the school. 
 
 5.1.9 All official order stationery is kept secure in a locked cabinet.  SIMS order stationery 

control sheet is updated for all orders including order sheets spoilt. 
 
 5.1.10 Outstanding orders are reviewed on a termly basis and cancelled or followed up as 

necessary.  If cancelled, a reason is written on the copy order for audit purposes. 
 
 5.1.11 Orders may not be raised on behalf, or for the benefit, of private individuals or 

organisations. 
 
 5.1.12 Telephone orders are discouraged and only used in exceptional circumstances.  If 

an order is placed in this way, it is made clear that it is subject to the School’s terms 
and conditions. 

  
 5.1.13 It is an explicit responsibility of all school staff to immediately inform the Finance 

Manager if they have not followed the agreed procurement process to enable a 
confirmation order to be raised on FMS and sent to the supplier.  

 
 5.1.14 If inspection copies are requested for books or equipment a copy of the request is 

given to the Finance Manager so that a commitment can be made against the 
relevant budget. 

 
 5.1.15 Staff continue to be warned about not subscribing to online offers or product 

services without the prior approval of the Finance Manager, following a review of 
the terms and conditions of the online offer. 

 
5.2 Delivery Notes 
 
 5.2.1 All delivery notes are checked by the recipient to ensure that the goods listed have 

been “Received”.  Checks are evidenced in writing.  The delivery note is signed, 
dates and passed to the Administration Assistant/Finance Manager. 
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 5.2.2 Delivery notes are checked to the order and any discrepancies are followed up by 
the Administration Assistant/Finance Manager.  

 
 
5.3 Payment of Invoices 
 
 5.3.1 Where goods are supplied by a supplier registered for VAT, a valid VAT invoice is 

obtained. 
 
 5.3.2 Payments to individuals and organisations who supply goods or services to the school 

(e.g. tuition, lecture, performances etc.) are made via the payroll system if they do 
not meet HMRC “off payroll” regulations 

 
 5.3.3 The Administration Assistant/Finance Manager checks the delivery note to the 

invoice, to ensure that the school is only charged for goods received.  Payments are 
not made from statements or ‘brought forward balances’. If payment is to be made 
on a copy invoice as the original has been lost, checks are carried out to ensure it has 
not been paid.  It must then be endorsed ‘copy’. 

 
5.3.4 The delivery note is attached to the invoice which is then passed to the Headteacher 

for signing and authorising. 
 

5.3.5 The invoice is processed as soon as possible on FMS by the Finance Manager to ensure 
prompt payments are made and discounts are taken.   Non-order invoices are dealt 
with similarly. 

 
5.3.6 The Finance Manager undertakes a BACS run, as required, ensuring that maximum 

benefit is derived from credit terms. 
 
5.3.7 BACS runs are authorised by two signatories; either the Headteacher ,Deputy or 

Finance Manager.  Copies of the BACS printout and bank BACS processing record are 
maintained. 

 
5.3.8 When used, cheques are authorised by two signatories; either the Headteacher, 

Deputy or Finance Manager. 
 
5.3.9 The Finance Manager is responsible for despatching cheques to suppliers. 

 
 
5.4 Division of Duties 
 

5.4.1 Please refer to Appendix 3.  This details staff responsible for the signing of orders, 
invoices etc.  
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SECTION 6  - INCOME 
 
The income collection system meets the following objectives:- 
 

 all income including VAT due to the school is identified and collected; 

 all collections are receipted and banked promptly and completely; 

 the accounting records and debtor’s accounts are properly and promptly updated. 
 
It is the aim of these procedures to ensure that adequate division of duties, where possible, exists 
between the collection, transfer of monies between staff, recording and banking of income.   
 
 
 
 
6.1 Raising Invoices 
 

6.1.1 An invoice is raised by the Finance Manager on FMS ensuring the invoice complies 
with the requirements for a tax invoice, eg School VAT number, sequentially 
numbered, etc.  An invoice is sent to the customer for goods and services provided. 

 
6.1.2 Invoices for regular lettings are raised by the Finance Manager termly.  For one-off 

lettings invoices will be raised within 14 working days of the event. 
 
6.1.3  The raising of speculative invoices will be avoided.  Only when the School is confident 

that the income is legally due to the school for a service provided or recovery of loss 
required, will an invoice be raised.    

 
6.2 Collection and Banking of Income 

 
6.2.1 Income for activities such as swimming, trips and clubs is collected and recorded on 

record sheets by the Administrative Assistant.   
 

6.2.2 Cash and cheques are kept in a safe place prior to banking.  Income is banked as soon 
as possible and paying in slips completed in full. 

 
6.2.3 There is clear division between the person collecting, counting income and 

completion of the paying in slip and the person responsible for banking and recording. 
 
6.3 Recording and Reconciliation 
 

6.3.1 Income is recorded on FMS promptly ensuring the correct VAT treatment is applied, 
and the authorisation slip is printed. 

 
6.3.2 Reconciliation of income is carried out on a monthly basis by the Finance Manager, 

ensuring that all income banked has been received.  
 
6.3.3 All income records, e.g. record sheets, receipts, income authorisation slips, invoices, 

etc. are kept for the current year plus the previous three years. 
 
6.4 Debts Policy 
 



 

Corinthians 16:14  

Let all that you do be done in love 

 

ST CUTHBERT’S C OF E ACADEMY INFANTS AND PRE-SCHOOL POLICY 2018 

6.4.1 Bad debts will be pursued by the Finance Manager and money recovered wherever 
possible.  Where money is not recovered the matter will be referred to the 
Headteacher who may write off the debt for amounts of £100 or less.  Due to the 
punitive cost of legal action, debt recovery will only be pursued through the courts 
for amounts greater than £1,000 and then only after approval by the Business 
Committee.  A summary of written off debts is presented annually to the Governors’ 
Business Committee.  

 
6.4.2 Subject to the paragraph above, debts due from a single debtor up to a total value of 

£1,000 in any one financial year may be written off, but only on the direct authority 
of the Governing Body, that is, by resolution at a Governing Body meeting. 

 
6.4.3 The school will maintain a record of all debts written off showing what attempted 

recovery action was taken and the justification for non-recovery.  
 

 
SECTION 7 - BANK 
 
The proper administration of bank accounts is a fundamental financial control.  In particular, regular 
bank reconciliations are essential as they prove that the balances shown in the accounting records are 
correct and provide assurance that the underlying accounts are accurate.  The internal controls 
documented in this section guard against potential error or fraud. 
 
7.1 Bank Accounts 
 
 7.1.1 The current banking arrangements are discussed annually by the Governors’ Business 

Committee.  
 
 7.1.2 The school has the following bank account: 
    
   Lloyds/TSB – Main Current Account 
   
 7.1.3 Bank statements are received monthly and are reconciled by the Finance Manager to 

the transactions held within the FMS system.  Any discrepancies are investigated.  This 
reconciliation is checked and certified correct by the Headteacher. 

 
7.1.4 The Governing Body have agreed bank account signatories. This has been minuted in 

the meeting in which it was agreed.  Sample signatories of each authorised person 
have been sent the bank.  Blank cheques are never signed. 

 
7.1.5 The Finance Manager may reimburse expenditure to staff, using the BACS system.  
 
7.1.6 The Finance Manager processes Direct Debits and/or Standing Orders for regular 

expenditure. 
 
7.1.7 The school will not enter into an overdraft facility with its bank.  Any cash flow 

difficulty must be notified to the EFA and an advance of funding secured.  
 
7.1.8 No-one other than the Business Committee can approve the opening and closing  of 

an alternative bank account, which could in anyway be perceived as relating to the 
activities of St Cuthbert’s CofE Infants School. 
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7.1.9 No individual should use their personal bank account to operate activities that could 

in any way be perceived as relating to St Cuthbert’s CofE Infants School. 
 
7.2 Controlled Stationery 
 

7.2.1 All controlled stationery is kept securely in the safe. 
 

7.2.2 Spoilt cheques are retained by the School Office. 
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SECTION 8 - TAX (Non Payroll) 
 
The school endeavours to comply with the most recent HMRC tax legislation and regulations relating 
to its services and supplies.  The school is supported by its Accountants to ensure compliance in this 
area. 
 
8.1 VAT 
 

8.1.1 The school is not VAT registered but submits quarterly VAT 126 claims to HMRC to 
recover VAT due. 

 
8.1.2 VAT Input is only claimed for eligible activities of the School where proper VAT 

invoices/or VAT identified receipts have been provided by the supplier.  
 
8.1.4 The school has worked with its Accountant and sought external advice on HMRC’s 

current understanding and regulations regarding the payments made and income 
received by the Academy.  Wherever there is doubt and a lack of clarification 
regarding a certain activity of the School, the School acts prudently in such 
circumstances, not claiming VAT.  

 
 
SECTION 9 - ASSETS 
 
The School is responsible for its buildings and assets, under its lease agreement with the Diocese of 
Bath and Wells which owns the land and the buildings.  The majority of items are fixed, but many are 
portable and therefore may be vulnerable to theft.   
 
 
9.1 Buildings 
 

9.1.1 The school buildings are alarmed.  Access is controlled through keys and/or keypads. 
 

The listed main key holders are: 
   
   Headteacher 
   Finance Manager 
   Deputy Headteacher 
   Caretaker 
   Cleaner 
   
  The school has external CCTV coverage. 
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9.2 Building - Repairs and Maintenance 
 

9.2.1 The Governing Body is responsible for the maintenance of the school buildings and 
the planning of any future developments.   

 
9.2.2 The property is inspected on an on-going basis to ensure that the buildings are 

properly maintained. 
 
9.3 Inventory/Fixed Assets Register 
 

9.3.1 All items purchased above £1,000 are recorded in fixed asset register by the Finance 
Manager upon receipt, giving full details of: 

 
• Value 
• Date Purchased 
• Description 
• Location within school.   

 
9.3.2 The Fixed Asset register is reviewed annually by the external auditor with any 

discrepancies being investigated.   
  

9.3.3 All ICT equipment recorded on the fixed asset register has been security marked. 
 
9.3.4 A record is maintained of all disposals, including the proceeds of the sale, the date of 

transaction, and the name and address of purchaser.  
 
9.3.5 Please refer also to Appendix 11 
 

 
SECTION 10 - INSURANCE 
 
The Headteacher and Finance Manager will review annually the school’s insurance requirements and 
to ensure that all policies are adequate and provide value for money. 
 
 All new items purchased are reviewed for risk and if necessary the insurance company advised 
appropriately. 
 
10.1 Insurance  
 

10.1.1 The school subscribes to the Risk Protection Arrangements for insurance that has 
formulated by the Education Funding Agency.  The Business Committee has 
considered the level of cover provided and confirmed their satisfaction with the 
provision made 

 
10.2.1 The school does not accept liability or provide any insurance cover for the loss or 

damage of personal items of pupils or staff on the school site and consequently they 
are advised not to bring valuable items into school.   

 
10.1.3 The Headteacher and the Finance Officer will arrange other relevant insurances; 

engineering inspections, where appropriate. 
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SECTION 11 - COMPUTER SYSTEMS/DATA SECURITY 
 
The School is dependent upon its ICT infrastructure to process and record financial and other 
management data efficiently.  It is important that the systems are resilient and that the information 
is properly protected, using a controlled and managed data backup regime. There also needs to be a 
recovery plan to ensure continuity of financial management in cases of emergency.  Both physical and 
system security act together to prevent unauthorised access to management information systems.  
 
The degree of access will be specific to the user and adequate for the purpose. Individuals need to be 
aware of the impact the Data Protection Act has on them personally and the organisation.  
 
11.1 The Data Protection Act 1998 
 
 11.1.1 The School is registered with the Information Commissioner annually under 

The Data Protection Act.  It is the Headteacher’s responsibility to control 
access to all data in the school in accordance with the Data Protection Act (ref 
1.5) and to ensure that all staff are aware of their responsibilities/obligations 
at all times.  

 
11.1.2  All information relating to personnel is:  

 

 obtained and processed fairly and lawfully 

 held only for specified lawful purposes 

 adequate, relevant but not excessive for those purposes 

 accurate and up to date 

 available to those people referred to 

 kept securely. 
 
11.1.3 Information should not be kept longer than necessary and neither used nor disclosed 

other than in accordance with the above purposes. 
 

11.1.4 Staff are made aware that they have a personal responsibility under the Disciplinary 
Code to protect the School from infringements of Data Protection through any action 
on their part. 

 
11.2 Access/Security 
 
 11.2.1 The purpose for controlling access is to ensure that only authorised personnel are 

able to access information that is relevant to the tasks for which they are 
responsible.  It prevents unauthorised access to information which could result in 
accidental or deliberate corruption of the data and which might contravene the 
confidentiality part of the Data Protection Act. 

 
11.2.2 The Headteacher is responsible for the overall control of all systems, with the 

Deputy covering for absence.  Access rights are determined and monitored by the 
Headteacher, who should deal with problems as and when they arise. 

 
11.2.3 Computers will not be left unattended with information displayed on the screen, or 

be easily accessible by any unauthorised users.  All computer systems are locked (by 
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network account password) after 10 minutes inactivity. In this state, the computer 
is inaccessible to unauthorised users. 

 
11.2.4 Access to software is restricted according to the level of access required for an 

individual to carry out their job to an expected level. Access rights are managed and 
reviewed regularly by the Headteacher. 

 
11.2.5 Only Licensed Software, authorised by the Headteacher, is installed onto the 

Schools network. All systems are protected by an anti-virus product running as a 
resident shield. This monitors all disk read and write activity for infection. The anti-
virus software is automatically updated on a weekly basis. 

  
11.3 Passwords 
 
 11.3.1 Individuals are responsible for the accuracy of information and keeping it secure 

from unauthorised persons. Each user has a personal network logon account and a 
personal SIMS.net account. 

 
  Both systems are protected by separate logon procedures including unique 

passwords. 
 

Passwords must: 
 

 not be told to anyone else 

 never typed in when someone is watching 

 be changed regularly e.g. every three months, or as soon as someone else 
finds out about it 

 be difficult for someone else to guess i.e. avoid using names etc. 

 a mixture of alphabetic and numeric characters 
 

11.3.2 Full access to SIMS - FMS is restricted to the Headteacher and the Finance Manager. 
 
11.4 Servers 
 
 11.4.1 The SIMS environment runs on the school’s sole network server, supplied and 

installed by Futurform. The school has purchased from the above supplier full server 
support for the on-site server hardware and software. 

 
  It is protected from loss of power by an uninterruptible power supply (UPS).   
 
11.5 Back Up 
 

11.5.1 Futurform provide daily online backup of the on-site server and ensures optimum 
recovery time of data by providing secure off-site backup for server systems and 
data. 

    
11.6 Virus Protection 
 

11.6.1 Futurform provides anti-virus and spyware protection software covering all servers 
and PCs that log on to the school network. 
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SECTION 12 – ANTI FRAUD & CORRUPTION 
 
The Governing Body expects its members and employees of the school to demonstrate the highest 
standards of honesty, probity and integrity in the discharge of their functions relating to the school.  
Similarly, the Governing Body expects the same standards in relation to activities undertaken outside 
of the school, which by virtue of their association, could bring the school’s reputation into disrepute. 
 
12.1 Expectations of Members and Staff 
 

12.1.1 Members and staff must not partake in acts of theft, false accounting, bribery or 
corruption, deception or collusion. 

 
12.1.2 If following investigation, members or staff are found to have partaken in any of 

the above their continued association with the school, membership or 
employment, will be subject to the outcome of the school’s disciplinary and 
grievance procedure following due process. 

 
12.1.3 If following investigation, members or staff are found to have ignored signs of fraud 

or malpractice, “turning a blind eye”, their behaviour could be construed as 
collusion, and their continued association with the school, membership or 
employment, will be subject to the outcome of the school’s disciplinary and 
grievance procedure following due process.  Accordingly, it is the expectation that 
governors or staff report concerns they may have. 

 
12.2 Awareness 
 

12.2.1 The Chair of Governors will ensure that every Governor is aware of the school’s 
expectations in relation to fraud and other malpractices. 

 
12.2.2 The Headteacher will ensure that every member of staff is aware of the school’s 

expectations in relation to fraud and other malpractices.  
 
12.2.3 Awareness includes the clear message that fraud or malpractice will be 

automatically referred to the police or other external statutory enforcement bodies, 
in line with the law.   

 
12.2.4 Awareness includes the clear message that the school reserves the right to pursue 

individuals for compensation or loss of income, assets etc.  
 
12.3 Reporting 
 

12.3.1 The school has a Whistle Blowing Policy (see Section 14) in place to enable the 
raising of concerns about suspected fraud or malpractice. 

 
12.3.2 The school has a Disciplinary and Grievance Procedure in place to ensure due 

process is followed in any subsequent investigation. 
.  
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12.4 Controls 
 

12.4.1 The school has financial and other controls in place to reduce the risk of fraud and 
other malpractice. 

 
12.4.2 It is a requirement of prospective Governors and staff to disclose any criminal 

convictions to the Headteacher on application to the school and subsequently, 
following commencement of employment at the school. Subject to review, this 
may bar candidates from association with the school. 

  
12.4.3 The school contracts an external “internal audit” service to identify and deter 

fraud, as well as the statutory external audit required as part of the end of year 
accounts. 

 
12.4.4 Governors and staff involved with procurement eg: finance staff, budget holders, 

must declare any external interest in a third party and exclude themselves from 
that procurement process. 

 
12.4.4 Through awareness, members and staff are made fully aware of the consequences 

of conducting fraud or malpractice as a deterrence. 
 

 
SECTION 13 – GIFT and HOSPITALITY 
 
Governors and staff must not receive gifts, hospitality or benefits of any kind other than the 
exceptions listed below from a third party which could be perceived as compromising their personal 
judgement or integrity. 
 
13.1 Exceptions 
 

13.1.1 Gifts from and funded by colleagues in recognition of a special event or as 
expressions of gratitude. [Such gifts must be given and received on the clear 
understanding that no obligation to a colleague has been inferred or accepted]. 
 

13.1.2 Courtesy hospitality provided by the school at school events. 
 

13.1.3 Courtesy hospitality at business lunches/dinners or approved attendance in an 
official capacity on behalf of the school at a public function; 

 
13.1.4 Incidental promotional gifts such as stationery and calendars; 

 
13.1.5 Receipt of small items from suppliers or contractors as expressions of gratitude, 

such as boxes of chocolates or individual bottles of drink, where the item is 
valued less than £25.  [Such gifts must be received on the clear understanding 
that no obligation to the third party has been accepted]. 

 
13.2 Unacceptable Gifts 

 
13.2.1 Gifts of money (excluding donations paid directly to the school or academy). 

 
13.2.2 Free personal memberships or subscriptions eg: sports clubs. 
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13.2.3 Foreign travel unless as part of a school approved activity 

 
13.2.4 Free goods, services or equipment which are normally provided to the school at a 

charge. 
 

13.3 Notification 
 

13.3.1 Governors and staff are required to notify the Finance Manager immediately of 
any offers of hospitality as outlined in 13.2 above, so that the supplier can be 
advised of the school’s policy in this matter and to avoid further 
misunderstanding 
  

 
SECTION 14 - WHISTLE BLOWING 
 
14.1 The School believes in the principle of “Whistle Blowing”, ensuring that staff or other 

associated individuals can draw attention to any concern of probity they may have without 
fear of reprisal or other undue repercussions following upon them. 

 
14.2 If a member of staff has any concerns regarding the probity of the School’s finances, they are 

invited to write to the Finance Manager in the first instance, outlining their concern.  However, 
if the member of staff’s concern relates to actions by the Finance Manager, they should write 
to the Headteacher.  If the member of staff’s concern relates to actions by the Headteacher, 
they are invited to write to the Chair of Governors.  If the concern relates to the Chair of 
Governors they should write to the Vice Chair of Governors.  In extreme cases, perhaps where 
the role of the whole Governing Body is being questioned, the concern may be expressed in 
writing to the Permanent Secretary at the DfE.  
 

14.3 Concerns must be expressed in writing and not be anonymous. 
 
14.4 Any investigation will, as appropriate to the concern raised, be undertaken independently of 

those involved, eg: external auditors, reporting independently to the Governors Disciplinary 
Panel or as otherwise as required by the Permanent Secretary. 
 

14.5 Whilst protecting the rights of staff to raise concerns without fear of reprisal, the School also 
acknowledges its duty of care to protect staff from “vexatious” claims regarding their conduct.  
If following independent investigation, it is found that a concern has been raised without 
foundation and with a “clear vexatious intent” by one member of staff against another, then 
this could result in the complainant’s action being subject to the School’s Disciplinary Code of 
Conduct. 
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SECTION 15 - RISK AND OPPRTUNITY MANAGEMENT STRATEGY 
 
Governors are aware that the School must have a strategy in place for managing risk and opportunity, 
where risk is defined as something that might have a detrimental impact on the achievement of the 
School’s objectives.  Risk & Opportunity Management is defined as encouraging innovation through a 
managed process, ensuring that tangible and intangible assets are safeguarded. 
 
15.1 The School’s ‘Risk & Opportunity Management Policy Statement’ (see Appendix 6) records the 

School’s risk management objectives and summarises how these objectives will be achieved. 
 

15.2 Examples of the types of risks which the School face include:- 
 

 Failure to comply with statutory obligations and regulations such as those covering the 
environment, health and safety, employment practice, and human rights. 

 Anything that poses a threat to the achievement of educational objectives, including failure 
to take opportunities to improve educational standards within the School. 

 Failing to fulfil its duty of care to those that the School comes in to contact with. 

 Loss or deterioration of assets above and beyond normal wear and tear. 

 Anything that could damage the School’s reputation and undermine public confidence. 

 Not protecting the environment from the actions of the School itself or from others operating 
within the boundaries of the School. 

 
15.3 Governors are aware that Risk needs to be managed rather than avoided and consideration 

of risk should not stifle innovative decision-making. 
 

15.4 Governors are aware that in addition to identifying and defining risks associated with the 
activities of the School, risk management is seen as a tool for identifying and assessing 
opportunities. The documented assessment of opportunities will provide the level of 
confidence required to make informed decisions. The School recognises that it works in an 
increasingly litigious and risk-averse society. 
 

15.5 Governors undertake to develop a consistent approach to risk analysis, which will be an 
integral part of school planning and project management, but achieved with the minimum of 
bureaucracy.  This will involve establishing a systematic and consistent approach to risk 
identification, analysis and control which: 
 

 Embeds risk management as part of School decision making; strategic planning;  and project 
management, 

 Enables the School to deliver its priorities and services effectively 

 Contributes towards the achievement of sustainable improvement 

 Contributes to the School discharging its duty of care to pupils and its  employees 

 Reduces the number and cost of insurance and contractual claims arising 

 Minimises damage to the School’s reputation 
 

15.6 The full Governing Body and the Headteacher have joint responsibility for the School’s risk 
management direction. 
 

15.7 The Headteacher will be responsible for maintaining the School’s Risk Register. It will be 
updated following Leadership Team meetings and made available to Governors to inform their 
decision making. The Finance Manager will review the School Risk Register with the 
Governors’ Business Committee to ensure it reflects the current position for the School.   
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15.8 The Governors’ Business Committee will review the School’s Risk Management arrangements 

in line with its agreed Terms of Reference and as a standing agenda item. A meeting of the 
Full Governors will receive an annual report. 

 
15.9 It is the responsibility of all Governors and staff to consider risks and opportunities as part of 

their decision making and day to day activities for the School. This will include highlighting 
risks & opportunities as well as implementing agreed actions. 
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APPENDIX 1 
 
St Cuthbert’s CofE Infants School 
 
GOVERNORS’ REGISTER OF BUSINESS INTERESTS 
 
 
The Governing Body of St Cuthbert’s CofE Infants School, Wells, has agreed that all governors should 
declare any links they have with companies or organisations from which the school may wish to buy 
goods or services.  It is important for anyone involved in spending money to demonstrate that they 
do not benefit personally from decisions that they make. 
 
The Governing Body has defined a ‘business interest’ as a situation where the person concerned, 
their family (immediate family and other relatives) or close friends have a connection with a 
potential supplier, or where there is any other business connection (as employer, employee or major 
shareholder), or where a family member or partner of a person concerned could be advantaged or 
disadvantaged by a decision of the Governing Body. 
 
Please fill in the form below for our records and state ‘nil’ in the box if you have no business 
interests. 
 
 
 
Your name ……………………………………………………………………………………… 
 
Address …………………………………………………………………………………………. 
 
…………………………………………………Postcode ……………………………………... 
 
Telephone …………………………………….. Email ………………………………………... 
 
Please note how frequently you check your emails:   
 
□  Daily □  Every two or three days  □  Once a week □   Rarely 
 

Name of company or organisation Nature of the business and/or your interest in it 
 
 
 
 
 
 
 

 
 
 
 
Signed ………………………………………………………………………………………… 
 
 
(For clerk’s use) Date entered in register …………………………………………………….. 
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APPENDIX 2 
 

 
RETENTION OF RECORDS 
 

 
Documentation, files and records are retained to act as a record and support for actions taken and to 
assist future reviews of policy.  They are also retained to satisfy the requirements of Internal Audit, 
External Audit, Custom and Excise and the Inland Revenue.  This section identifies the minimum period 
of time that records should be retained to satisfy all these requirements. 
 
Financial Regulations require the retention of certain records for specified periods.  If in doubt, a 
minimum of six years should be applied.  Specific regulations are as follows. 
 

COMPUTER TABULEATIONS 3 years plus current year 

SIMS DATA 3 years plus current year 

COPY ORDERS 2 years plus current year 

DELIVERY NOTES, CREDITOR INVOICES, CREDIT AND 
DEBIT NOTES 

6 years plus current year 

RECEIPT BOOKS 6 years plus current year 

PETTY CASH BOOK 6 years plus current year 

BANK STATEMENT, CHEQUE BOOK STUBS  
(including analysed cheques) 

6 years plus current year 

CASH RECORDS AND TILL ROLLS 6 years plus current year 

DEBTOR ACCOUNTS 6 years plus current year (providing debt has 
been collected) 

INVENTORY RECORDS 6 years plus current year 

TIMESHEETS 6 years plus current year 

EMPLOYEES’ RECORDS, PERSONNEL ACCIDENT REPORT 6 years following cessation of contract 

TENDERS (schedule of limited/opened) 6 years plus current year after settlement of 
final account 

TENDERS (schedule of price approvals, other 
correspondence) 

6 years plus current year after settlement of 
final account 

CONTRACT DOCUMENTATION, FINAL ACCOUNTS AND 
SUPPORT EVIDENCE 

6 years plus current year after settlement of 
final account 

OTHER SITE DOCUMENTS eg DIARIES 1 years plus current year (providing sufficient 
documentation is held confirming exact dates 
of work etc.) 
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APPENDIX 3 
 
DIVISION OF DUTIES CHART 
 

 Head Deputy Finance 
Manager 

Admin 
Assistant 

Budget 
Holder 

A. ORDERING      

Complete and authorise 
requisition form (budget 
holders) 

 
 
 

 
 

 
 

  
 

Process order on SIMS 
(FMS) 

   
() 

 
 

 

Authorise order on SIMS 
(FMS) 

   
() 

 
 

 

Sign paper copy of order      

Check delivery note to 
goods received 

     
 

Check delivery note to 
order 

   
 

 
 

 

B. INVOICE PAYMENTS      

Check invoice to delivery 
note/order (where 
applicable) 

   
 

 
 

 

Process invoice on SIMS 
(FMS) 

   
 

 
 

 

Sign invoice to authorise 
payment 

 
 

 
 

   

Authorise invoice on SIMS 
(FMS) 

   
 

  

C. INCOME      

Raise invoices/requests 
income and keep records 
of all income due 

   
 

 
 

 

Collect income, count and 
record manually 

    
 

 

Issue receipts (where 
practicable) 

    
 

 

Record on FMS      

Complete paying-in book    
() 

 
 

 

Bank income   ()   

Spot check income 
received against records of 
income due 

   
 

  

Check income collected to 
amount banked and 
amount on FMS 
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 Head Deputy Finance 
Manager 

Admin 
Assistant 

Budget 
Holder 

D. BANK RECONCILIATION      

Reconcile bank statement 
to FMS 

 
 

  
 

  

Print reports      

Review monthly reports      

Complete any budget 
movements required: 
- Authorise  } virement 
- Action       } 

 
 

  
 

  

 
 
 

 Head Deputy Finance 
Manager 

E. PERSONNEL/ 
PAYROLL 

   

Complete payroll forms 
for contract changes, 
supply etc 

   
 

Authorise payroll forms  
Chair of 

Governors 
to sign 
Head’s 

 
 
 

 
 
 

Update SIMS (Personnel) 
for contract changes 

   
 

Check and authorise 
monthly payroll run 

   

Process suspense list    

Check staff variances on 
SIMS (FMS) 

   
 

Monitor staff budgets    
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APPENDIX 4 

 
CHARGING AND REMISSIONS POLICY 
 
Charges for School Activities 
 
The Education Reform Act 1988 clarifies the activities for which charges can be made or voluntary 
contributions sought. 
 
The Act gives schools the discretion to charge for optional activities provided wholly or mainly out of 
school hours, and the right to invite voluntary contributions for the benefit of the school or in support 
of any activity organised by the school whether during or outside school hours. 
 
The Governors will operate the following policy on charges and contributions for school activities 
where such activities involve additional expenditure. 
 
Charges 
 
The school will charge in the following circumstances allowed by the Act: 
 

(a) The provision of music tuition given to pupils as individuals or in groups of up to four 
except where it is given to fulfil: 

 Statutory duties in relation to the National Curriculum, or 

 Requirements specified in the syllabus for a public exam 
 

(b) Ingredients and materials for cooking and DT:  Materials will be charged for, or parents 
will be required to supply these on the assumption that the parents own the finished 
product. 

 
(c) Activities which involve pupils in nights away from home. 

 
(d) Activities which take place wholly or mainly outside school hours and which are not a 

statutory part of the National Curriculum, e.g. outings, visits, cricket, coaching, cycling 
courses etc. 

 
Charges will be made for all or part of a pupil’s travel costs, board and lodging costs, 
materials and equipment, entrance fees, non-teaching staff costs, any insurance and costs 
of engaging teaching staff specifically for the activity. 
 

Voluntary Contributions 
 
Voluntary contributions will be sought from parents for activities which supplement the normal school 
curriculum, e.g. outings and visits which take place wholly or mainly during school hours; visits to the 
school by theatre groups and other organisations providing an educational service. 
 
When voluntary contributions are requested, the terms of the request will clearly state: 
 

 There is no obligation to contribute 
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 Pupils will not be treated differently according to whether or not their parents have made 
a contribution 

 The proposed activity may not take place unless a substantial majority of parents 
contribute 

 A suggested amount for a contribution to cover costs 
 
Remission 
 
It is the policy of the Governing Body: 
 

 To remit an agreed proportion of charges for school activities to parents who meet the 
statutory requirements for free school meals 

 To look at individual cases where parents have been unable to give a donation 

 To agree how to fund shortfalls for activities 

 To reimburse surplus trip funds to pupils if the amount is equal to or above £10 per pupil 
 
Other Charges 
 
Private Photocopying/Telephone Calls 
 
The Governors should agree a charge to be levied for private photocopying and telephone calls.  These 
will be subject to VAT regulations.  These charges are to be reviewed annually. 
 
Income from Sales 
 
Some goods may be purchased through the school for the convenience of parents, pupils or teachers.  
The school will not seek to make a profit from these sales.  Some goods will be sold through the school 
with the intention of making a profit and thus raising money for the school.  Goods in this category 
may be subject to VAT but this will not be reclaimed. 
 
Income from Donations 
 
From time to time the school will seek voluntary donations for specific purposes.  This may be via non-
uniform days, sponsorship etc.  It will be made clear at the time of asking that such donations are 
voluntary and the purpose for which the donations will be used. 
 
Income from Lettings 
 
Governors annually review and set charges made for the use of school premises.  The charges include 
actual caretaking costs and a premises charge. The Governors will not charge the FOS for its activities 
in the school. 
 
Damage to school property 
 
He school will seek voluntary contributions from parents when damage is caused wilfully by students 
and when it arises from misbehaviour or other irresponsible and thoughtless conduct. 
 
Responsibilities 
 
Authority for day to day management of the policy is delegated to the Headteacher who will 
determine the costs of activities other than those set by the Governors. 
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The level of charges is a matter for the Governors’ Business Committee.  It is recommended that all 
charges should include a reasonable element for overheads.  Other things to consider are whether the 
school aims to make a profit, to meet actual costs or to offer lettings at a subsidy. 
 
All staff responsible for collecting income are made aware of the current charge rates and be aware 
of VAT implications. 
 
The charging policy is reviewed annually by the Governing Body. 
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Appendix 5 Lettings Policy 
 
 
Arrangements for the use of school premises 
 
The following information set out the arrangements for the use of St Cuthbert’s C of E Infants School 
premises by groups, individuals or organisations. 
 
All hirers of the school premises will be made aware of the hire costs, terms and conditions, 
including insurance requirements, before the hire and the agreement signed. 
 
Hire charges will be reviewed annually by the School. The charges will cover any costs incurred, i.e. 
heat and lighting, premises staff and insurance.  Charges are set by the Headteacher and agreed with 
the Finance Manager on an individual basis. 
 
Premises staff costs are based on actual cost and an element for heating and lighting. 
 
Charges to children and youth groups may be subsidised if funds are available for this purpose.  
Where additional costs are incurred; additional hours etc, full recovery of costs will be made.  This is 
to be agreed on individual circumstances by the Headteacher and agreed with the Finance  Manager. 
  
There is no charge for the use of the premises by the FOS. 
 
Payment for one off or irregular use will be made in advance of the hire.   
 
If the hire is for a regular let, the hirer will be invoiced on a termly basis and payment must be made 
within the specified deadline.  
 
Non-payment of invoices within the defined terms may mean that use of school facilities is 
withdrawn until all outstanding balances are paid in full.  
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Appendix 5 CONDITIONS OF HIRE 
 
1. In these conditions, 
 

(a) “the establishment” means the school premises; 
 

(b) “the Hirer” has the meaning defined at paragraphs 3 and 4 below; 
 

(c) “the facilities” means the premises and/or equipment forming part of or belonging 
to the establishment which the Hirer has identified on his/her application form; 

 
(d) “The responsible body” means the establishment’s governing body, its management 

committee or any other body charged with responsibility for the use of its premises; 
 

(e) “The Authority” means the St Cuthbert’s C of E Infant School.  
 
2. All applications for the hire of the facilities must be in writing on the printed form. 
 
3. The person signing the application form shall be deemed to be the Hirer and must be over 

18 years of age. 
 
4. Where the Hirer indicates that he or she signs the application form on behalf of any club or 

organisation, that club or organisation shall also be deemed to be the Hirer and shall be 
jointly and severally liable with the applicant for any breach or non-observance of these 
conditions. 

 
Should there be any default of payment by that club; the person signing the form shall be 
deemed personally liable. 

 
5. The facilities will be used solely for the event described on the application form.  If this 

booking relates to a regular and continuing booking this one undertaking shall be binding for 
all occasions when the facilities are used. 

 
6. The Headteacher, or his/her representative, may refuse admission to any person without 

giving any reason for doing so and may similarly require any person to leave the premises. 
 
7. The Hirer will be responsible for the provision of all such information, instruction and 

supervision as is necessary to ensure the safety of any activity for which the facilities are 
used. 

 
8. The behaviour of all persons attending at the establishment for this booking is the 

responsibility of the Hirer. 
 
9. Neither the Authority nor the responsible body shall be liable for any loss or damage to any 

property arising out of the hire, nor any loss, damage or injury which may be incurred by or 
be done or happen to any person or persons using the centre during the hiring, arising from 
any cause other than the negligence of the Authority, its servant or agent. 

 
10. The Hirer shall be responsible for all damage or loss to any fixtures, fittings, sports or other 

equipment or property occurring during the period of the hiring however and by whosoever 
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caused, together with any additional expenses and/or consequential losses arising from the 
damage or loss. 

 
11. Hirers must arrange their own insurances for the period of hire to cover all risks and must 

provide all relevant details to the school before the hire commences 
 
12. The Hirer must familiarise him/herself with the emergency procedures for fire, first aid and 

accident reporting and carry them out to the best of his/her ability.   
 
13. The facilities must be left clean and tidy.  If the facilities are not cleaned to the reasonable 

satisfaction of the premises team, the Hirer will be responsible for any payment necessary to 
have them cleaned and this sum will be added to the bill.  School equipment must only be 
used if explicit permission has been agreed by the school and if this agreement has been 
reached, equipment must be put back after use. 

 
14. A qualified supervisor is present during all activities of a hazardous nature, i.e., karate, 

trampoline, gymnastics, judo or where the hiring organisation is a youth group. 
 
15. The Hirer is solely responsible for the adequacy, suitability and safety of all equipment 

brought on to the facilities. 
 
16. It is the sole responsibility of the Hirer to obtain any necessary licence for the sale of drinks, 

for the performance of plays and similar productions and for the playing of pre-recorded 
music. 

 
17. The Hirer must ensure that there are sufficient stewards to prevent unauthorised persons 

from entering the facilities and to ensure that guests are restricted to the facilities and to 
the necessary means of access thereto. 

 
18. It may be necessary for the establishment to cancel or postpone this hiring.  In that event 

neither the Authority nor the responsible body shall be liable for any consequential loss that 
he/she may sustain. 

 
19. The responsible body reserves the right to vary these conditions at any time without notice 

or to make special arrangements in any particular case. 
 
20. Authority to accept or decline or postpone a booking shall rest with the Headteacher of the 

establishment or his/her representative whose decision shall be final. 
 
21. The school will provide a member of staff who will be present to unlock the premises at the 

beginning of the hire and will lock up at the end.  He/she will not be available during the 
period of the hire. 

 
22. Payment for one off or irregular use will be made in advance of the hire.  If the hire is for a 

regular let, the establishment will invoice the hirer on a Termly basis. 
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Appendix 5 Lettings policy 
 
Application for hire  
 
St Cuthbert’s C of E Infants School 
 
I hereby apply to hire the facilities listed below. 
 
Club/ Organisation  ………………………………………………………………………….. 
 
Proposed activity  ………………………………………………………………………..… 
 
Accommodation required  …………………………………………………………………. 
 
Dates required  ………………………………………………………………………….. 
 
Times From ………………………….. To  …………………….. 
 
 
School equipment required  ………………………………………………………………..…. 
 
Additional equipment to be brought onto site by Hirer 
 
………………………………………………………………………………………………………. 
 
Heating required  ………………………………………………………………………………. 
 
Applicants name  ……………………………………………………………………………….. 
 
Applicants address  ………………………………………………………………………………… 
 
Telephone number (landline and mobile)  …………………………………………………………. 
 
Email address  ………………………………………………………………………………………… 
 
Billing details if different ………………………………………………………………………….. 
 
…………………………………………………………………………………………………………… 
 
I have read and agreed to be bound by the Conditions of Hire 
 
Signed  in a personal capacity  ………………..……………………………………………….… 
 

and on behalf of  …………………………………………………………………….…………….. 
 
Please return the completed form to The School Office, 
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APPENDIX 6 

STATEMENT ON RISK & OPPORTUNITY MANAGEMENT 

 
The Governors of St Cuthbert’s CofE Infants School view risk management as an integral part of good 
corporate governance. It is essential in order to continue to meet high educational standards, 
demonstrate Best Value and protect the assets of the School. Risk management is not about totally 
eliminating risk but about identifying and understanding risk and therefore managing it more 
effectively.  
 
The School’s risk management objectives are to: 
 

 Embed risk management into the culture of the School. 

 Comply with statutory obligations. 

 Preserve and enhance the delivery of education within the School. 

 Safeguard pupils, employees and all other persons to whom the School has a duty of care. 

 Protect its property including buildings, equipment, vehicles and all other assets and resources. 

 Maintain effective control of public funds. 

 Protect the reputation of the School. 

 Support the quality of the environment. 
 
These objectives will be achieved by: 
 

 Establishing clear roles, responsibilities and reporting lines within the School for risk 
management. 

 Providing a framework for recording and reviewing potential risks and associated actions. 

 Reinforcing the importance of effective risk management by offering training, good practice, and 
other support. 

 
It is the responsibility of every member of staff of the School to have regard for risk in carrying out 
their roles. 
 
Governors and the School’s Leadership Team are accountable for implementing this Policy. 
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APPENDIX 7  
 
STATEMENT OF BEST VALUE 
 
Introduction 
 
The Governing Body is accountable for the way in which the school’s resources are allocated to meet 
the objectives set out in the school's development plans.  
 
Governors need to secure the best possible outcome for students, in the most efficient and effective 
way, at a reasonable cost. This will lead to continuous improvement in the school's achievements and 
services 
 
The published Annual Report and Financial Statements will include measures by which the school has 
achieved best value in the preceding year 
 
What Is Best Value? 
 
Governors will apply the four principles of best value: 

 Challenge - Is the school’s performance high enough? Why and how is a service provided? Do we 
still need it? Can it be delivered differently? What do parents want? 

 Compare - How does the school’s pupil performance and financial performance compare with all 
schools? How does it compare with LA schools? How does it compare with similar schools? 

 Consult - How does the school seek the views of stakeholders about the services the school 
provides? 

 Compete - How does the school secure efficient and effective services? Are services of appropriate 
quality, economic? 

 
The Approach 
 
The Governors and Leadership Team will apply the principles of best value when making decisions 
about: 

 the allocation of resources to best promote the aims and values of the school. 

 the targeting of resources to best improve standards and the quality of provision. 

 the use of resources to best support the various educational needs of all pupils. 
 
This will involve: 

 making comparisons with other/similar schools using data provided by SCC, the DfE, e.g, RAISE 
Online, to compare quality of teaching & learning provided against levels of expenditure 

 challenging proposals, examining them for effectiveness, efficiency, and cost, e.g. setting of 
annual student achievement targets, 100% exam entry policy 

 requiring suppliers to compete on grounds of cost, and quality/suitability of services or products 
or backup, 

 consulting parents, students, external individuals and organisations on quality/suitability of 
service we provide to parents and students, and services we receive from providers. 

 
This will apply in particular to: 

 staffing 

 use of premises 

 use of resources 

 quality of teaching 
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 quality of learning 

 purchasing 

 students’ welfare 

 health and safety. 
 
Time and resources will not be wasted on: 

 investigating minor areas where few improvements can be achieved 

 making minor savings in costs 

 seeking tenders for minor supplies and services. 
 
The pursuit of minor improvements or savings is not cost effective if the administration involves 
substantial time or costs. Time wasted on minor improvements or savings can also distract 
management from more important or valuable areas. 
 
The Governors and Leadership Team will ensure the following: 
 
Staffing 
 
Teaching and support staff are deployed to provide best value in terms of quality of teaching, quality 
of learning, adult-student ratio, and curriculum management. 
 
Use of Premises 
 
Teaching areas, support areas and communal areas are allocated to provide the best environment for 
teaching & learning, for support services, and for communal access to central resources, e.g. the 
library. 
 
Use of Resources 
 
Equipment, materials and services are deployed to provide students and staff with resources which 
support quality of teaching and quality of learning. 
 
Teaching 
 
The quality of curriculum provision and quality of teaching are reviewed, to provide parents and 
students with: 

 a curriculum which meets the requirements of the national curriculum and other national 
strategies as well as meeting the learning enrichment needs of students 

 teaching which builds on previous learning and has high expectations of children’s achievement 
as well as adopting current good practice. 

 
Learning 
 
The quality of children’s learning, by cohort, class and group, is reviewed to provide teaching which 
enables children to achieve nationally expected progress, e.g. setting of annual student achievement 
targets, KS1 national curriculum levels. 
 
Purchasing 
 
Procedures for assessing need, and obtaining goods and services which provide “best value” in terms 
of suitability, efficiency, time, and cost are developed.  Measures already in place include: 
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 competitive tendering procedures 

 procedures for accepting “best value” quotes, which are not necessarily the cheapest (e.g. 
reputation, suitability for purpose and quality of workmanship) 

 procedures which minimise bureaucracy by the purchase of goods or services under £2,000 direct 
from known, reliable educational suppliers (e.g. stationery, small equipment, science chemicals). 

 
Students’ and Staffs’ Welfare 
The quality of the school environment and the school ethos is reviewed, in order to provide a 
supportive environment conducive to learning, teaching, working and recreation. 
 
Health & Safety 
The quality of the school environment and equipment is reviewed; with risk assessments carried out 
where appropriate, in order to provide a safe working environment for students, staff and visitors. 
 
MONITORING 
 
Best Value principles are embedded across the school and will be monitored as part of the normal 
monitoring processes at Governors’ and Leadership Team meetings. 
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Appendix 8 
 
Personnel/ Staffing - Standard operating procedures  
 
The following standard operating procedures have been agreed. 
 
The Governing Body and the Business Committee require that the Leadership Team take due 
consideration of all factors relating to the appointment process and the school budget; agreed policies 
and procedures and financial sustainability. 
 
The Business Committee will request that a sample procedural check is carried out on the appointment 
process from time to time to evidence that procedures are followed.   
 
The check will be carried out by a member of the Business Committee during school hours, and a 
verbal report will be made to the next meeting of the Business Committee.  
 
This would be in addition to the work undertaken by the Responsible Officer in relation to annual 
payroll checks. 
 
Through the full Governing Body, the Business Committee have been delegated responsibility for all 
pay and personnel matters to the Senior Leadership Team 
 
Within the agreed budget, or based on notified budget adjustments, the Business Committee have 
delegated responsibility to the Headteacher and/ or the Leadership team for: 
 

Assessing the impact of staff vacancies as they arise and taking the necessary action to appoint 
the best possible candidate based on guidance in the Pay Policy and other associated governor 
policies. 

 
Recommending applications for progression along the Upper Pay Spine and authorising salary 
increases where applicable. 
 
Considering progression along the Leadership Spine for and authorising salary increases where 
applicable. 
 
Considering the appropriate pay and grading of new and existing support staff and authorising 
salary increases where applicable.  

 
In relation to the recruitment process: 
 

 Interview panels for all permanent posts will where possible include a governor, with the 
exception of those less than 15 hours per week. 
 

 From within the agreed staffing budget for the financial year, appointments for part time 
posts, additional TLR posts and temporary positions will be made at the discretion of the SLT. 

 

 Responsibility for all non-teaching posts, from within the agreed staffing budget for the 
financial and academic year, will be made at the discretion of the SLT. 

 
With regard to the operation of the Business Committee, persons who work at the school (except the 
Headteacher and the Business Manager) may be asked to withdraw and/ or not vote when the subject 
of consideration is the pay and or performance (including grievances and or disciplinary procedures) 
of any person employed to work at the school. 
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The Headteacher and or the Finance Manager may be asked to withdraw when the subject of 
consideration is his/her own pay or performance. 
 
The outcome of the discussions will be subject to a confidential minute and recorded as set out in the 
standing orders of the Governing Body. 
 
General exception procedure. 
 
In exceptional circumstances  the Headteacher,  with the support of an ad-hoc committee of not less 
than three governors (for example members of a recruitment panel), may make an appointment or 
commit expenditure outside of these guidelines and regulations. 
 
In these circumstances the following will apply 
 

1) A full business case for invoking the exception procedure will be presented and documented 
2) The Headteacher will seek to obtain prior approval of the Chair of Governors and/ or the Chair 

of the Business Committee, where possible ( it is recognised that these individuals may not be 
available during the time available to make the decision) 
 

3) If prior approval cannot be obtained, the Chair of Governors and/ or the Chair of the Business 
Committee will be notified at the first available opportunity 

 
4) The Business Committee will be advised of the decision at the next available opportunity. 
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Appendix 9. Investment Procedures 
 
PRINCIPLES 
 
The school aims to manage its cash balances to provide for the day-to-day working capital 
requirements of its operations, whilst protecting the real long-term value of any surplus cash 
balances against inflation.  
 
In addition, the academy aims to invest surplus cash funds to optimise returns, but ensuring the 
investment instruments are such that there is no risk to the loss of these cash funds. 
 
The reserves policy is set out in the Annual Report and Financial Statements.  Governors have 
determined that the appropriate level of free cash reserves should be approximately £50,000 
 
PURPOSES 

 To ensure adequate cash balances are maintained in the current account to cover day-to-
day working capital requirements 

 To ensure there is no risk of loss in the capital value of any cash funds invested  

 To protect the capital value of any invested funds against inflation  

 To optimise returns on invested funds 
 
GUIDELINES 
 
Regular reviews of cash flows are carried out to ensure there are adequate liquid funds to meet all 
payroll related commitments and outstanding supply creditors that are due for payment. 
 
Where the cash flow identifies a base level of cash funds that will be surplus to requirements these 
may be invested only in the following: 
 
• Interest bearing deposit accounts with any of the following banks only; 
O  Lloyds TSB 
o  Barclays 
o  RBS 
o  HSBC 
 
Treasury deposits, with maturity dates which do not result in the cash funds being unavailable for 
longer than 8 weeks 
 
Periodically (at least every 3 months) the Finance Manager will review the interest rates being 
achieved and will compare with other investment opportunities that comply with the parameters of 
this policy. 
 
The Business Committee will give prior approval before any funds are invested.  These details will be 
recorded in the appropriate minutes. 
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Appendix 10. Payment of Governors’ Allowances Policy 
 

Principles 
 
The Governing Body agrees that St Cuthbert’s C of E Infants School can pay legitimate expenses from 
the school budget to enable them to perform duties associated with governance. 
 
Governors cannot claim attendance allowances, i.e. payment for attending meetings or for loss of 
earnings. 
 
There is no legal obligation to pay such expenses. 

 
Claims are submitted at the discretion of individual Governors. 
 
Areas for which claims can be made 
 
Examples of areas for reimbursement are listed below.  The list is not exhaustive.  Queries on other 
potential areas will be resolved by the Chair of Governors. 
 

 Travel, for additional duties such as courses but not standard meetings 
 Subsistence 
 Childcare 
 Telephone calls 

 
All claims will require prior approval of the Chair of Governors and will be countersigned by the Clerk 
to the Governors. 
 
Authorised claims will be submitted to the school Finance Office and will be paid via BACS upon 
production of a receipt. 
 
Rate of Reimbursement 
 
Reimbursement will be made at the same rates that apply to staff for travel and subsistence and at 
actual cost for other areas.  
 
 
Reporting 
 
A report of Governors’ claims will be presented annually to the Governing Body at the last meeting of 
the academic year. The report will not identify individual Governors by name. 
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Appendix 11.  
 
ASSET CONTROL AND ACCOUNTING PROCEDURES 
 
1  Introduction 
 
The Governing Body recognises the need to establish and review an Asset Control and Asset Policy in 
order to ensure that the school’s balance sheet reflects the assets and liabilities of the academy. 
Responsibility for this policy has been delegated to the Business Committee. These procedures 
define the treatment of non–current, current, tangible and intangible assets (group of assets) 
including depreciation, capitalisation and other accounting treatments. 
 
The Fixed Asset Register must be maintained and consistent with to the financial statements of the 
academy. Details of what is to be included in the register are defined below. 
 
2  Asset Control and Fixed Asset Register 
 
The assets (group of assets) to be included on the fixed asset register are as follows: 
 
Any items (or specific group of items) valued over £ 1,000 that are considered to have a life longer 
than the financial year they were purchased in. 
 
Capitalised assets are not necessarily bought on one order, so long as the group of items are 
purchased within the accounting period they can be capitalised 
 
Fixed Assets to be included: 
 
a  Land and Buildings 
b  Plant and Machinery 
c  Furniture and Equipment 
d  Computer Equipment and Software 
e  Motor Vehicles 
f  Assets Under Construction 
 
The appropriate accounting transactions will be processed for all capitalised assets and recorded on 
the fixed asset register; the transaction will be recorded within the fixed asset fund account in 
addition to the transaction to the Balance Sheet. 
 
· All portable items that have been included on the fixed asset register will be security marked as the 
property of the Academy. 
  
· Physical counts will be undertaken against the register annually and the evidence will be available 
to the Governors. 
 
· Discrepancies between the physical count and the registers will be investigated promptly and any 
discrepancies over the value of £500 will be reported to the Governors. 
 
· All assets disposed of will be recorded in the Fixed Asset Register and the appropriate transactions 
recorded through the financial statements on FMS. 
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· Attractive and portable items of ICT equipment that fall below the capitalisation limit will also be 
recorded on the Register, and follow the same asset control as the assets held on the Fixed Asset 
Register (example a single purchase of a digital camera for £250.) 
 
· All working papers for the purchase of the Asset(s) will be kept, including invoices, with the Fixed 
Asset Register. 
 
3. Depreciation 
 
A full year's depreciation is charged in the year of purchase, and none in the year of sale or disposal 
 
The depreciation will be calculated on an annual basis for preparation of the year end accounts.  
 
Groups of assets will use the same method of depreciation 
 
Depreciation Methods and Rates: 
 
There may very occasionally be an asset that does not completely fit into one of the categories 
below; the Business Committee will discuss these items on an individual basis. 
 
Depreciation will be calculated on a pro rata basis in months in year of purchase. 
 
Asset Group Depreciation Method 
 
 

· Furniture and Equipment. 25% (4 yrs.) Straight line basis. 
 

· Computer Equipment and Software.  33% (3 yrs.) Straight line basis. 
 

· Property Improvements.  25% (4yrs) Straight line basis. 
 
The expected useful life of all assets will be assessed prior to depreciation calculations and recorded 
in the Fixed Asset Register. 
 
 
4. Asset Disposal 
 
The best possible value should be obtained from the disposal of assets. Assets disposed of with a 
carrying amount (Cost less accumulated depreciation) above £500 must be approved by the 
Governors, and a Disposal of Equipment Form completed. 
 
The form will confirm the asset is no longer of use to the Academy (obsolete) and that all obsolete 
items are appropriately managed to ensure they are not illegitimately procured and then resold. The 
academy will take appropriate steps to ensure all data and hardware is completely cleared of 
sensitive data, and considerations are given to the Waste Electrical & Electronic Equipment (WEEE) 
directive that is now law.  
 
Disposal of equipment to staff is not encouraged, as it may be more difficult to evidence the 
academy obtained value for money in the sale or scrapping of the equipment. There are also 
complications with the disposal of computer equipment, as the academy would need to ensure 
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licences for software programmes have been legally transferred to a new owner. Pecuniary Interests 
must also be considered at all times. 
 
5 Items purchased via Capital Grants 
 
Under the Funding Agreement the approval of the Secretary of State is required before the sale, or 
disposal by other means, or reinvestment of proceeds from the disposal, of an asset (or specific 
group of assets) for which a Capital Grant in excess of £20,000 was originally paid. 
 
The Academy agrees to reinvest the proceeds from all asset sales for which capital grant was 
received, hence all efforts will be made to maximise the sale of assets. 
Governors agree that if the proceeds are not reinvested the Academy will repay to the DfE the same 
proportion of the proceeds of the sale or disposal as equates with the proportion of the original cost 
met by the Secretary of State (i.e. if Secretary of State purchased 50% of the original cost of the 
asset then the Academy agrees to reimburse with 50% of the proceeds.)  
 
The proceeds from the sale of assets acquired with grant from the Secretary of State cannot be used 
as the Academy’s contribution to further named grant aided projects or purchases. 
 
 
6  Opening Balances and Gifted Assets 
 
It is agreed that Assets Gifted on conversion should be valued at ‘Fair Value’ and subject to the same 
Depreciation Process as detailed in the Asset Control & Accounting Policy from the first year of 
conversion. 
 
Gifted Assets will impact Voluntary Income in the Statement of Financial Activities and should also 
be entered on the Fixed Asset Register. 
 
Staff are required to inform the Business Manager of any donated items received in school. 
 
Opening balances of Fixed Assets on conversion will accumulate depreciation in the same manner at 
the end of the first year 
 
In the case of high value transferred or gifted assets, an appropriate independent valuation will be 
obtained 
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Appendix 12  
 
Tendering Procedures 
 
All purchases with a value greater than £ 40,000, except in the case where it has been agreed by the 
full governing body, must be put out to formal tender.  The following procedures must be followed in 
such circumstances: 
 
1. A specification (professional support may need to be sought) will be prepared by the budget 

holder, authorised by the chair of the relevant committee and the Headteacher and sent to at 
least three suppliers.  It is anticipated that for any major building works of a value greater than 
£25,000 the services of the school’s chosen architects would be engaged to deal with the handling 
of specifications and suitability to tender. 

 
2. Where appropriate, the suppliers invited to tender should be drawn from the approved list 

maintained by the Finance Manager,  or recommendations from other local Business/Finance 
Managers or in the case of building works, from those agreed with the architect or his/ her 
appointed agent.  Otherwise, invitations to submit tenders will be advertised in local newspapers 
and trade journals if appropriate.   

 
The invitations to tender will include: 
 

(a) an introduction/background to the project; 
 

(b) the scope and objectives of the project; 
 

(c) any technical requirements; 
 

(d) implementation details for the project; 
 

(e) the terms and conditions of the tender; and 
 

(f) the form and date of response to the school, or in the case of building works, to the architect 
or quantity surveyor. 

 
3. All replies, if to the school, should be addressed to the Business Manager in a plain sealed 

envelope marked ‘Tender’ to reach him/her by a specified date.  All replies must be kept sealed 
until that date and passed to the chair of the relevant committee. 

 
4. All tenders will be opened at the same time and details of the contractor, quotation and any other 

details recorded at the time of opening, 
 
5. No contractor will be allowed to amend the tender after the time fixed for receipt. 
 
6. The Business Manager will open a separate correspondence file for each tender which will contain 

copies of all correspondence or other relevant information. 
 
7. For purchases, provided the expenditure is included in the budget, the decision as to which tender 

to accept will be taken by the Headteacher and the chair of the Business Committee, in 
consultation with the Finance Manager. The clerk will minute all such decisions at the next 
available Business Committee. 
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8. Where expenditure is not included in the budget or anticipated expenditure exceeds the budget 
allocation, the decision as to which tender to accept will be taken by the Business Committee, in 
consultation with the relevant committee, and Headteacher; the reasons for accepting a particular 
tender must be documented, especially if it is decided to accept other than the lowest tender.  All 
decisions must be reported to the full governing body. 

 
Acceptance of Tender 
 
The following points will be considered when deciding which tender to accept: 
 
1. The overall price and the individual items or services which make up that price. 
 
2. Whether there are any ‘hidden ‘costs; that is additional costs which the school will have to incur 

to obtain a satisfactory product. 
 
3. Whether there is scope for negotiation, while being fair to all tenderers. 
 
4. The qualifications and experience of the supplier, including membership of professional 

associations. 
 
5. Compliance with the technical requirements laid down by the school. 
 
6. Whether it is possible to obtain certificates of quantity. 
 
7. The supplier’s own quality control procedure; pre sales demonstrations, after sales service and, 

for building works, a six month defects period and insurance guarantees. 
 
8. The financial status of the supplier. 
 
9. References from other schools. 
 
10. Understanding & compliance with Health & safety, CDM regulations and Child Protection issues 

related to working on a school site 
 
In the case of building works, where the tendering process is being carried out by the architect or 
quantity surveyor, they will be responsible for checking the documents of the lowest tender before 
making a recommendation to the school. 
 
Once a tender is accepted an order should be issued immediately to the supplier in the normal way. 
 
 
General exception procedure. 
 
In exceptional circumstances, the Headteacher and Finance Manager, acting jointly, may make a 
purchase or series of purchases outside of these guidelines.  
 
This could occur, for example, where a business critical system or facility has been damaged or has 
failed, where a particular product or service is only available from one supplier or where a time 
limited need or opportunity arises. 
 
 
In these circumstances the following will apply 
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1) A full business case for invoking the exception procedure will be prepared and documented, 

including full budget implications. 
 

2) The Headteacher will obtain prior approval of the Chair of Governors and/ or the Chair of 
the Business Committee, where possible ( it is recognised that these individuals may not be 
available during the time available to make the decision) 

 
 

3) If prior approval cannot be obtained, the Chair of Governors and/ or the Chair of the 
Business Committee will be notified at the first available opportunity 

 
4) The Business Committee will be asked to ratify the decision at the next available opportunity 

 
 

5) Should the Committee decide not to ratify the decision, it shall establish a position in 
relation to the action already taken that shall be minuted.  This position shall include reasons 
for the non -ratification and a ruling as to how such transactions will be managed in the 
future. 

 
Monitoring 
Adherence to this policy will be monitored; by the Internal and external Auditors, as part of the annual 
audit process and will be subject to checks by the Business Committee 


