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The School Finance Policy aims to determine school policy in line with RELEVANT LOCAL AUTHORITY audit procedures, the Department of Education guidelines and recommended practice, the Scheme for Financing Schools in Relevant Local Authority and the Consistent Financial Reporting Framework.
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FINANCE POLICY - XXXSCHOOL

Introduction

	This financial policy is provided as a starting point for your school to compile their own procedures.  It is important to tailor the document to suit your individual needs and to ensure it accurately reflects the circumstances of your school.


1. The purpose of this policy is to ensure that the school maintains and develops systems of financial control, which conform with the requirements both of propriety and of good financial management.  It is essential that these systems operate properly to meet the requirements of the LA funding agreement with the Secretary of State for Education, through the Education and Skills Funding Agency (ESFA).

2. The school must comply with the principles of financial control outlined in the LA Scheme of Delegation and Department for Educations.  This policy expands on that and provides detailed information on the school’s system. The policy should be read and understood by all staff with financial responsibility.

Funding for Maintained Schools
Funding is delegated to Maintained Schools by Local Authorities as Individual School Budgets. This is shared in accordance with the Local Authority funding formula and in agreement with the relevant School Forum. 

Other funding such as Pupil Premium Grant is paid directly to Maintained Schools from the ESFA.

As part of financial delegation, Maintained Schools then set their own budget allocations in accordance with their school priorities and plans and ensuring application of the Seven Principles of Public Life. This means that Maintained Schools can choose to manage their own bank account, buy in third party services (for example Payroll) and/or by into LA Service Level Agreements. The crucial aim for all schools should be to demonstrate and evidence value for money in all procurement activities.
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INTRODUCTION

Background/Purpose
· Schools are required to have up to date, documented and approved detailed financial procedures which are tailored to the school's needs and implemented consistently in practice.

· The procedures are to be approved by the Governing Body and reviewed and updated on a regular basis.

· These financial procedures are to be made available to all relevant staff. Non-adherence by staff should be regarded as theft and / or fraud and could result in the consequences laid down in the school’s disciplinary procedures and / or criminal proceedings.
· This Policy fulfils this purpose by providing information relating to roles and responsibilities for financial management, school policies which have a financial content, key financial procedures and relevant guidance available from the LA.

Review/Approval Process
· This Policy will be reviewed on an annual basis.

Section A

GOVERNANCE/SCHOOL POLICIES

	
	
	Date Approved
	Renewal Date

	1
	Statement of Roles and Responsibilities
	
	

	2
	Internal Financial Regulations
	
	

	3
	Terms of Reference for the Finance Committee
	
	

	4
	Anti-Fraud and Fraud Procedure
	
	

	5
	School Charging and Remissions Policy
	
	

	6
	Lettings Policy
	
	

	7
	Debt Management Policy
	
	

	8
	Disposal and Control of Assets Policy
	
	

	9
	Whistle blowing Policy
	
	

	10
	School Charity Fund Governing Document
	
	

	11
	Charge Card Policy
	
	

	12
	Statement of Internal Control
	
	

	13
	Best Value and Benchmarking Policy
	
	

	14
	School’s Financial Value Statement
	
	

	15
	Approved Mileages for Staff Travel Claims
	
	

	16
	Mobile Phone Agreement
	
	


	1. Statement of Roles and Responsibilities


STATEMENT OF ROLES AND RESPONSIBILITIES FOR FINANCIAL MANAGEMENT

	

	1.1   INTRODUCTION
The Governing Body is a corporate body, and because of the terms of s.50(7) of the Education Act 2002, governors of maintained schools will not incur personal liability in the exercise of their powers to spend the delegated budget share provided they act in good faith.

	

	The Governing Body, Headteacher and senior management team together constitute the leadership team of the school.

This statement identifies the roles and responsibilities of the Governing Body, Headteacher and School Business Manager for financial management.



	

	1.2   GOVERNING BODY AND ITS COMMITTEES

	

	The overall purpose of the Governing Body is to lead the school to provide the best possible education for the pupils. This involves, in particular:

· setting the school’s vision and strategic aims

· monitoring and evaluating performance

· ensuring that the school is accountable to pupils, parents and the community it serves and to the LA.

Within this context the Governing Body has a strategic role in the financial management of the school.  Its key responsibilities include:

Document here the responsibilities in accordance with the relevant LA Scheme of Delegation
The governing body of each maintained school is required to have a register which lists for each member of the governing body and the head teacher:
1. Any business interests that they or any member of their immediate family have; 

2. Details of any other educational establishments that they govern; 

3. Any relationships between school staff and members of the governing body including spouses, partners and relatives; 

4. and to keep the register up to date with notification of changes and through annual review of entries, to make the register available for inspection by governors, staff and parents, and the authority, and to publish the register, for example on a publicly accessible website.



	1.3   RESPONSIBILITY FOR LEGAL COSTS
Legal costs incurred by the governing body, although the responsibility of the LA as part of the cost of maintaining the school, may be charged to the school’s budget share unless the governing body acts in accordance with the advice of the LA. 


	1.4   HEADTEACHER

	

	The Headteacher provides vision, leadership and direction for the school and is responsible for the management of the school budget under delegation powers agreed by the governing body.  These responsibilities include:

· creating a strategic plan (the School Development Plan) underpinned by sound financial planning.  This identifies priorities and targets for ensuring that pupils achieve high standards and make progress, increasing teacher’s effectiveness and securing school improvement

· preparing an annual budget plan which is within the resources available and reflects the school priorities for approval by the governing body

· effectively and efficiently, through value for money and optimising the use of resources, managing the school budget within the allocation of resources approved by the governing body (subject to virement limits)

· presenting regular financial monitoring reports to the governing body



	1.6   SCHOOL BUSINESS MANAGER

	

	Record here the individual responsibilities

	


	2. Internal Financial Regulations


XXXSCHOOL

SCHEME OF DELEGATION

INTERNAL FINANCIAL REGULATIONS

Record here the regulations as set down by your individual LA in their Scheme of Delegation e.g. treatment of surplus and deficit balances, budget headings, monitoring and control procedures – this will be defined by the LA School Forum
	
	PURCHASING, TENDERING AND CONTRACTING REQUIREMENTS

	
	

	
	The Governing Body is responsible for ensuring that purchases and contracts entered into for the supply of goods and services comply with Procurement Rules for Schools, in particular:

Contract Procurement Activity Requirements for Services and Supplies by Value

· orders or contracts of up to XXX may be entered into with a minimum of one quote, although at least three are recommended;

· for contracts or purchases between £XXX and £XXX in aggregate value, at least three written quotes are required;

· contracts over £XXX in aggregate value must be publicly advertised and tenders invited for each contract.

Contract Procurement Activity Requirements for Execution of Works by Value

· orders or contracts of up to £XXX may be entered into with a minimum of one quote, although at least three are recommended;

· for contracts or purchases between £XXX and £XXX in aggregate value, at least three written quotes are required;

· contracts over £XXX in aggregate value must be publicly advertised and tenders invited for each contract.



	
	

	
	

	
	The Headteacher shall maintain a record and copies of all quotes and tenders received and retain for audit inspection.

	
	

	
	The Governors, the Headteacher and also any member of staff who may have influence over purchasing decisions shall disclose any business interest they or their immediate family have in a Register of Business Interests maintained within the school.  The person concerned shall be excluded from any meeting whilst the contract or other matter which relates to their or their immediate family's business interest is being considered and voted upon. The business register is published on the school website and updated annually.

	
	

	
	For a contract where a payment is to be received by the school, the highest tender should be accepted, but where a payment is to be made by the school, the lowest tender should be accepted.  Departure from these requirements may occur only with the prior approval of the Governing Body and the reasons for not complying with the conditions must be recorded in the minutes of the meeting.  The receipt of sponsorship must not be regarded as a valid reason for not complying with these conditions.

	
	

	
	Where the Governors have established an approved list of suppliers or contractors any order shall be placed with an appropriate supplier from that list.

	
	

	
	Building maintenance and new build orders shall only be placed with contractors who have adequate insurance.

	
	

	
	The Headteacher shall maintain a record of all sponsorship received by the school, including the sponsor's name and details of cash/goods received, date of receipt and use made of cash/goods.

	
	

	
	LOCAL BANK ACCOUNT

	
	

	
	The Headteacher shall be responsible for ensuring that adequate arrangements are made for the administration of the account in accordance with the bank account scheme issued by the LA. No arrangements for loans or overdrafts will be made.

Signatories, approvers and administrators of the bank account are to reflect an adequate separation of duties for payment with at least 3 people as authorised signatories/approvers but no more than 5.



	
	AUTHORITY TO INCUR EXPENDITURE AND PLACE ORDERS

	
	

	
	Record here limits for authority

	
	

	
	The Headteacher is responsible for ensuring that there are secure arrangements for the authorisation of orders and the examination, verification, coding and certification of invoices including ensuring that:

	
	

	
	· the duties of authorisation of school orders and the certification of accounts for payment are not performed by the same person, and wherever practicable the approval of ordering shall be performed by the more senior person.

	
	

	
	· all official school orders shall be approved on FMS firstly by the Headteacher or in their absence the School Business Manager 

	
	

	
	· all invoices are authorised by the School Business Manager and processed by the School Business Support Officer.

	
	

	
	VALUE ADDED TAX

The LA is able to reclaim VAT on expenditure relating to non-business activity and carries out this function on behalf of the school.
DETERMINATION OF STAFFING ESTABLISHMENT

	
	

	
	The Governing Body shall determine the staffing establishment for the school having regard to available financial resources.

	
	

	
	CONTROL OF ASSETS

	
	

	
	The Headteacher shall ensure that adequate arrangements exist for the security of all buildings and the physical control of stores and equipment and for the maintenance of records, having regard to any guidance or instructions issued by the LA.

	
	

	
	The Governing Body shall determine a policy for the control of assets and the write-off of surplus equipment. 


	
	Assets are defined as any one individual object with a value (excluding VAT) of £XXX or more.
USE OF SCHOOL PREMISES

The Governing Body shall determine a lettings policy for the school.

Where the school has discretion relating to charges for use of school premises, these charges shall be determined by the Governing Body and shall be reviewed on an annual basis to ensure that overall there is no net cost to the school's budget share.



	
	UNOFFICIAL SCHOOL FUNDS

	
	Monies relating to unofficial school funds shall be held in a separate bank account identified with the name of the school and for which the signatures of at least two named persons shall be required to affect withdrawal from the account.  The signatories to the account shall be appointed from the staff of the school by the Headteacher.

	
	

	
	The Headteacher shall inform the Governing Body at the end of each financial year of the unofficial funds which are in existence or have existed during the year, indicating the general purpose of each fund. A summary and report of the accounts will be submitted to the Governing Body after the end of each school year.

	
	

	
	The School Business Manager shall submit copies of accounts for each unofficial fund together with an audit certificate to the LA on an annual basis.

	
	

	
	CONSIDERATION OF AUDIT REPORTS

	
	

	
	Any audit report in relation to the school produced by the County Treasurers or the County Council's external auditors shall be considered by the Governing Body.

	
	

	
	The Governing Body shall approve any action plan arising from the audit and monitor implementation of that plan to ensure that all agreed action has been taken.

	
	 

	
	INCOME

	
	

	
	The Governing Body shall determine a charging policy for the supply of any goods or services. 

	
	

	
	The Headteacher shall ensure that all income due to the school is accounted for in accordance with the school's charging policy. 

	
	

	
	Bad debts up to the value of £XXX may be written off by the Headteacher without the prior approval of the Governing Body or nominated Committee.  The Headteacher must report all such write-offs to the next meeting of the Governing Body or nominated Committee.

	
	

	
	For bad debts in excess of £XXX, the prior approval to write off must be obtained from the Governing Body, or a nominated Committee. 



	
	GIFTS AND HOSPITALITY



	
	Prior approval should be sought, where possible, from the Headteacher before school staff accept any gift or hospitality that is estimated to be beyond a face value of £XXX. Gifts should not be in the form of cash or securities; the gift or hospitality is a one-off and not repeated on a regular basis; and the gift or hospitality is given openly, not secretly.

Any offer or receipt of gifts or hospitality with a token value of above £XXX shall be declared and the Headteacher should maintain a register of all declarations of gifts and hospitality. Completed declaration forms should be completed within 10 days of the date of the gift or hospitality. The register will be open to inspection by the Chair of Governors and / or RELEVANT LOCAL AUTHORITY Senior Officer (including RELEVANT LOCAL AUTHORITY Audit) as appropriate and reported to the Governing Body and recorded in the Minutes of the Meeting.



	
	STAFF LOSS OR DAMAGE TO STAFF PERSONAL PROPERTY

	
	To be agreed by the individual Governing Bodies

	
	

	
	INTEREST REGISTER

The Governing Body is required to establish a register to list the staff’s relevant pecuniary interests or those their immediate family have. Relationships within school amongst staff is also to be recorded. Staff must record work (paid and voluntary) which is additional and external to school including respite care of children and young people.

	
	The register is updated annually. New staff and governors are to complete a form on induction.

The register is to be available for inspection by governors, staff, parents and the LA. It is published on the school website.



	
	FRAUD

	
	

	
	All schools must have a robust system of controls to safeguard themselves against fraudulent or improper use of public money and assets. 

The Governing Body and the Headteacher must inform all staff of school policies and procedures related to fraud and theft, the controls in place to prevent them; and the consequences of breaching these controls. This information is to be part of staff and Governor induction.



	
	RETENTION OF FINANCIAL RECORDS



	
	All financial records are to be retained for the current year plus six previous years in line with the school’s data protection policy retention schedule. Records include bank account documentation, cheques, income documents, petty cash details, invoices and orders.

Secure disposal will be arranged by school at the end of the retention period.

Schools are responsible for the storage of their own records.




Historical financial records, such as invoices and monthly reconciliation    paperwork, will be scanned and electronically stored when practical and possible.
	3. Terms of Reference for the Finance Committee


TERMS OF REFERENCE FOR THE FINANCE COMMITTEE

	Record the terms and responsibilities agreed by individual Governing Bodies and Local Authorities

	


Appendix 1

Membership of Finance Committee

List members and names
	4. FRAUD POLICY 



	MARCH 2015

1. POLICY AIM

For the purposes of this policy, fraud includes all irregularities which could normally be described as theft, deception, fraud, corruption, bribery or impropriety. Fraud adversely affects the school’s reputation and puts at risk its ability to achieve its policies and objectives by diverting school’s limited resources from the provision of pupil education.

The prevention of fraud and the protection of the School, its staff, students and assets, is the responsibility of every employee of the School.

The Governing Body aims to prevent and eliminate fraud by putting in place procedures and policies to manage, minimise and mitigate fraud or corruption. The Governing Body of XXXSchool will not, therefore, tolerate fraud in any area of school activity.

2. Conduct

The Governing Body expects all staff, students and governors to demonstrate the highest standards of honesty, probity, openness and integrity in the discharge of their functions. All employees, governors and visitors to the School are expected to comply with the appropriate legislation, codes of conduct, conditions of service, standards of appropriate professional bodies and any other standards, guidelines or instructions relevant to the particular service or activity. XXXSchool’s Anti-Fraud and Corruption Policy will sit alongside the Whistleblowing Policy.

Staff are reminded of the Seven Principles of Public Service Employment detailed at Appendix 1 and that the Governing Body at XXXSchool expect all staff to work to these standards.

3. response to suspected fraud and/or corruptive practices

All employees are expected and positively encouraged to raise any concerns relating to suspected fraud and/or corruption that they become aware of. These concerns should be raised rapidly and directly with the Headteacher or the Chair of Governors, or in his absence, the Vice-Chair. The Headteacher or Chair will investigate all concerns of fraud.

If you suspect fraud:

DO - make an immediate note of all relevant details including dates, time of the event, record of conversations (including telephone), names of persons present (or description if name not known), if appropriate vehicle details

DO NOT 
-    confront or accuse anyone directly

· try to investigate the matter yourself

· discuss your suspicions with anyone else than the appropriate person

· be afraid to report a matter on the basis that your suspicions may be groundless; all reports will be treated on the basis that they are made in good faith.

An investigative sub-committee will be appointed where appropriate and will consist of the Chair of the Full Governing Body and the Chair of the Finance Committee plus one member of the Senior Leadership Team.

Once appointed the investigative sub-committee must deal with the matter in the strictest confidence and with expediency.
APPENDIX 1

Conduct and  Principles of Public Life

Selflessness

Holders of public office should act solely in terms of the public interest. They should not do so in order to gain financial or other material benefits for themselves, their family, or their friends.

Integrity

Holders of public office should not place themselves under any financial or other obligation to outside individuals or organisations that might seek to influence them in the performance of their official duties.

Objectivity

In carrying out public business, including making public appointments, awarding contracts, or recommending individuals for rewards and benefits, holders of public office should make choices on merit.

Accountability

Holders of public office are accountable for their decisions and actions to the public and must submit themselves to whatever scrutiny is appropriate to their office.

Openness

Holders of public office should be as open as possible about all the decisions and actions that they take. They should give reasons for their decisions and restrict information only when the wider public interest clearly demands.

Honesty

Holders of public office have a duty to declare any private interests relating to their public duties and to take steps to resolve any conflicts arising in a way that protects the public interest.

Leadership

Holders of public office should promote and support these principles by leadership and example.

5. Charging and Remissions Policy


	6. Lettings Policy

	


	7. Debt Management Policy


	8. Control and Disposal of Assets Policy


	9. Whistleblowing Policy


The above policies will already be in place which are relevant to your school setting and Local Authority. Copy them in as a single reference point
	10. School Charity Fund Governing Document



[image: image1]
1. Introduction
This School Fund Governing Document has been introduced to formalise the way in which the school’s charity account is controlled and managed. School funds are funds set up for pupils past, present and future and are administered and managed by employees and management of the School, who have a fiduciary duty to these pupils.

2. The Governing Body

The School Governing Body and Trustees are responsible for the control and management of the XXXSchool Charity Fund and delegate the day to day administration to the School Fund Administrator. Trustees are appointed automatically to the post of the Headteacher and School Business Manager.

3. Personal Interest

Except in exceptional circumstances and with the prior written approval of all members of the Governing Body no member or trustee may:

(a) receive any benefit in money or in kind from the school charity fund

(b) have a financial interest in the supply of goods or services to the school charity fund

4. Name of the Fund

The school charity fund is named ‘XXXSchool Fund Account’.

5. Objects of the School Fund

The objects of the school charity fund are to advance the education of the pupils at the School (XXXSchool) in particular but not exclusively by supplying goods and services for their benefit not required to be supplied by the Local Education LA.
The school fund will be used for:
(a) advancement of the pupils’ personal growth
(b) improving the School’s resources which includes equipment and premises
(c) pupil prizes at the end of the academic year
(d) subsidising trips and events for pupils from low income families so that they may participate in both inside and out of school activities
(e) trophies and medal in recognition of pupil success and achievement
(f) supporting the running and maintenance of the school minibus
The school fund will not be used for:
(g) staff benefits
(h) payments to school employees
(i) trading activities (from August 2010).
6. Grant/Bid Applications and Funding

With regard to the majority of grant/bid applications, these will be applied for using the School Charity Account details rather than the School Budget Account. This is because grant/bid criteria often sets out objectives in line with the School Charity rather than that of curriculum delivery. 

Therefore, for high cost premise projects there could be a need to ring fence and reserve funding in the Charity Account, especially if money is to be raised from a range of sources. This should be considered and analysed when reviewing the School Charity balances.
7. Powers of the Governing Body

In addition to any other powers, which the Governing Body and Trustees may have, they may exercise the following powers in furtherance of their list of objects:

(a) power to raise funds and to invite and receive contributions, provided that in raising funds the Governing Body and Trustees should not undertake any substantial permanent trading activities

(b) power to incur expenditure in accordance with the objects of the school fund

8. Accounts

The Governing Body and Trustees will comply with all relevant statutory and locally agreed accounting requirements, relevant to the income/expenditure level of their school charity fund, with regard to:

(a) provision of an audit trail for each transaction incorporating receipts, vouchers and invoices

(b) safekeeping of all assets of the school fund

(c) keeping of accounting records of the school fund and daily administration by the School Business Support Officer including receipts regarding cash income
(d) preparation of annual statements of account for the school fund by the School Business Manager 
(e) independent examination, of the statements of account of the school fund, carried out by auditors agreed by the Finance Committee

(f) preparation of an annual report for submission to the Charity Commission and making accounts available to parents and interested parties

(g) the accounts will be operated with the same level of ethics, roles and responsibilities as laid down in the school finance Policy for the school budget

(h) records are to be retained for a minimum of 6 years
9. Bank Account

Any bank account in which assets of the school fund are deposited will be operated by the School under guidance of the Governing Body and Trustees and will be held in the name of the school fund. 

All cheques and orders for the payment of money from such account should be signed by at least two persons against relevant documents supporting for the payment. There should be at least three authorised signatories, including the Headteacher.

10. Amendment:

The Governing Document should only be amended when approved and passed by all members of the Governing Body and Trustees.

11. Policies

The management, operation and administration of the Charity Account will be carried out in accordance with the financial policies laid down in the School Finance Policy. These include Whistleblowing, Fraud Protection and Statement of Internal Control. In addition to the Policy, Trustees, Governors and Staff will comply to school policies such as the Code of Conduct, Employee Ethical Standards, Data Protection and Declaration of Pecuniary Interests.
12. Dissolution

If the Governing Body and Trustees decide that it is necessary or advisable to dissolve the school charity fund, they will call a meeting of all the members. If the proposal is confirmed, they will have power to realise any assets held by or on behalf of the school fund. Any assets remaining after the satisfaction of any proper debts and liabilities should be given or transferred to such other school fund or institution having objects similar to the objects of this school fund, as the members of the Governing Body determine. If this cannot be done, it shall be applied for some other purpose approved by the LA.

13. Approval of the Governing Document

The Governing Document will be formally approved by all the members of the Governing Body on an annual basis as part of the School Finance Policy. The approval will be recorded in the formal minutes of the Governing Body.
	11. Charge Card Policy


	12. Statement Of Internal Control


	13. Best Value and Benchmarking Policy


School name here
BEST VALUE POLICY 
1. INTRODUCTION

The policy of Best Value was introduced in the Local Government Act 1999 as a means of securing greater value for money from local government services. Schools as part of Fair Funding are expected to follow the principles of Best Value. 

The Governing Body is committed to ensuring that the school’s resources are used in the most efficient and effective manner to meet the objectives and priorities identified in the School Development Plan. This will lead to continuous improvement in the school’s performance and secure the best possible outcomes for pupils by raising standards of achievement.

Best Value goes beyond the Value for Money principles of economy, efficiency and effectiveness. However, Value for Money lies at the core of Best Value.

2. PRINCIPLES OF BEST VALUE

The Governing Body applies the principle of Best Value (ie the 4 Cs) by:

Challenge
-
regularly reviewing the functions of the school, challenging how 


and why services are provided and setting targets and




performance indicators for improvement
Compare 
-
monitoring outcomes and comparing performance with similar 


 schools
Consult
-
consulting appropriate stakeholders, especially pupils and



parents, about the services which the school provides

Compete
-
securing competition to ensure that goods and services are 



purchased in the most economic, efficient and effective manner


to meet the needs of the school

The 4Cs are a means of focusing existing practices more sharply, to streamline aspects of management and in this way the principles of Best Value can support and influence all Governing and management decisions by:

· Setting targets

· Planning for improvement

· Allocating resources to priorities

· Managing implementation

· Monitoring and evaluating the performance of the school and

· Managing the performance of the staff

3. BENCHMARKING

Benchmarking is a technique for improving performance and promoting efficiency. The Governing Body regularly benchmark the school’s current performance against past performance and compares XXXSchool with other schools. In this way the Governing Body can identify areas for development.

A Benchmarking Report is emailed to the Headteacher annually by the Department for Education. This will be circulated to the Finance Committee at the meeting following receipt. 

Appendix 1

BEST VALUE STATEMENT – Academic Year X
	Examples of current school practice which demonstrate that the principles of Best Value 

are applied in the management of the school

	CHALLENGE
	COMPARE
	CONSULT
	COMPETE

	
	
	
	

	Planned Developments in school policies and practice to enhance application of Best Value

	CHALLENGE
	COMPARE
	CONSULT
	COMPETE

	
	
	
	


14.   School Financial Value Statement

School’s Financial Value Statement (SFVS)
All LA maintained schools that have a delegated budget must demonstrate compliance with the SFVS on an annual basis. At XXXSchool the SFVS will be completed in the XXX Term with the financial risk assessments.
The demonstration of compliance is through the SFVS assessment signed by the Chair of Governors. An e form is then completed by the XXX. The form will include a summary of remedial actions with a clear timetable, ensuring that each action has a specified deadline and an agreed owner. Governors must monitor the progress of these actions to ensure that all actions are cleared within specified deadlines.

Confirmation of SFVS completion is submitted to the LA by school annually.

The SFVS toolkit can be accessed via the Department for Education website. The toolkit covers six areas of resource management – Governance, School Strategy, Setting the Annual Budget, Staffing, Value For Money and SFVS Dashboard Results.

The aim of the SFVS and toolkit is to provide assurance that school resources are being managed effectively. The toolkit assessment includes optional raw data (eg, FTE teaching staff) and RAG ratings for school.
15.  Approved Mileages for Staff Travel Claims

TRAVEL EXPENSES - MILEAGE CLAIMS

Detailed below are the Governor approved mileages for XXXSchool staff when submitting travel expense claims regarding training and meetings. 
These mileages are for return journeys from and to XXXSchool and drawn from the RAC Auto route website.

Record regular journeys eg training made by school staff

Mileage Rates are in line with the rates issued by the LA. Exceptions to these rates are to be approved by the FGB.
16.  Mobile Phone Agreement

Record details of any mobile phone agreements made with staff if applicable. Clarify use of phone and costs to be covered by employee
Section B

FINANCIAL PROCEDURES

	
	
	Date Approved
	Renewal Date

	1
	Financial Management Systems
	
	

	2
	Income
	
	

	3
	Payroll
	
	

	4
	Purchasing Arrangements
	
	

	5
	Taxation
	
	

	6
	Unofficial School Funds
	
	

	7
	School Assets - Inventory
	
	

	8
	Best Value and Benchmarking
	
	

	9
	Local Bank Account
	
	

	10
	LA Documents and Guidance
	
	

	11
	Retention of Financial Records
	
	


Record the procedures and who is responsible for each action  
Appendix 1

XXXSchool

INTERNAL ORDER FORM - to be raised prior to purchase or order commitment
	Supplier
	Tel No



	Address


	Email address for orders:


	


	ITEM DESCRIPTION
	PAGE NO.
	CAT.  REF. NO.
	HOW MANY
	UNIT COST
	TOTAL COST


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	VAT @ ______ %


	
	£

	Postage and packing


	
	£

	
	TOTAL COST
	£


	BUDGET:
	BUDGET HOLDER SIGNATURE:
	DATED:

	
	
	

	PLEASE CONFIRM BY TICKING  IN THE BOX THAT BEST VALUE HAS BEEN ACHIEVED IN CHOOSING THIS SUPPLIER -  Supporting paperwork e.g. notes and quotes pass to the School Business Manager for the Best Value File
	


	APPROVED BY SBM FOR ORDER TO BE RAISED ON FMS
	LEDGER CODE
	DATE PASSED TO SBSO:

	
	
	


SPEND WISELY – PRIORITISE IN KEEPING WITH THE SCHOOL DEVELOPMENT PLAN
Budget holders responsible for ordering resources and equipment are requested to note the following guidelines, implementing good practice. 

Good Practice:

· Comply with the school’s finance Policy
· Be responsible for any budget delegated to them

Good Practice: Purchasing Resources:- 

Internal Orders should be specific to speed efficiency and to avoid any misunderstanding.

· Complete an internal order form, ensuring the full name, address, postcode, telephone and order email for the supplier

· Budget / Budget holder

· The product code / part number, details, quantity and price

Avoid:-

· Telephone orders (must be confirmed by completing an Internal Order)

· E-purchasing using own credit or debit cards

Inspection Copies:-

· Budget holders will be responsible for goods sent on approval

· Budget holders will be responsible for responding to the supplier by the specified expiry date

Good Practice: Declaration of personal business interests

· Conflict of interest, e.g. links with suppliers when purchasing goods or services

· Any offer or receipt of gifts or hospitality shall be reported to the Governing Body and recorded in the Minutes of the Meeting 

Good Practice: Value for Money 

· Economy, Efficiency & Effectiveness

· Quality, reliability, availability and after-sales service should be considered

· Use approved major and regular suppliers who have a proven capacity to provide quality, quantity and timely delivery at a competitive price

Good Practice: Stock Book

· Every asset purchased costing £50 per item or more, disposed of or becomes obsolete has to be recorded in the stock book.  

· Please complete a Stock Item / Stock Disposal form – copies in each room’s Stock Book

Internal financial regulations 

· The Headteacher shall establish suitable arrangements for the control and monitoring of expenditure against budget headings

· The Governors receive from the Headteacher a report on school expenditure compared with budget.  Reasons for any significant variances between actual and estimated expenditure to date shall be identified.  In addition, the Headteacher shall inform the governors immediately if significant overspendings or underspendings which cannot be covered by delegated powers of virement are likely to occur on any budget heading.(Finance Policy)
LA DOCUMENTS/GUIDANCE NOTES

For further guidance and information log on to the following websites:
Relevant website links

Department for Education – 
Add links to LA
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