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BRUNDALL SCHOOL

FINANCIAL MANAGEMENT PROCEDURES

This document has been produced with reference to:-

1. Keeping Your Balance.  Standards for financial administration in school.  Audit Commission.  Published by Ofsted 1993 and revised in October 2000.

2. Getting the Best From Your Budget, October 2000

3. Procedure Notes and Examples of Good Practice.  Education Financial Services.  Published Norfolk County Council.
4. Norfolk’s Scheme for Financing Schools 2008/2009

5. Other appropriate policies as published by Norfolk County Council Children’s Services Financial Services.
Approved by Finance Committee on

………………………………………………

Signed       ………………………………….………………   Chair of Finance Committee

Approved by Full Governing Body on  
………………………………………………

Signed     …………………………………………………… 
    Chair of Governors

Review Date
……………………………………………..

RELATIONSHIP TO NORFOLK’S SCHEME FOR FINANCING SCHOOLS
The School adopts the current issue of Norfolk’s scheme for Financing Schools, hereafter referred to as the Norfolk Scheme.

These procedures supplement the Norfolk Scheme and describe how it is implemented within the School.  Nothing in these procedures should be interpreted as over-riding any provisions of the Norfolk Scheme.

The Norfolk Scheme is available to all staff through the School’s internal computer network, and to all governors through the County website.

1 
GOVERNANCE
The school defines the responsibilities of each person involved in the administration of school finances to avoid duplication and/or omission of functions and to provide a framework of accountability for Governors and Staff.  

Key Roles

Headteacher: Responsible for setting up and monitoring financial systems, implementing the school’s budget, producing reports and projections for the Governors, working within the school’s delegated authority and County/DCFS regulations.  Signatory of cheques and authorising payments of invoices.

Deputy Headteacher: To shadow the above, exercising the Headteacher’s role in his absence. Signatory of cheques.

Administrator: To manage the financial system; ordering and checking orders, checking invoices, reconciling monthly accounts, banking, producing financial reports, signatory of cheques.

Governors Finance Committee: To provide proposals to full Governing Body on budget and spending decisions; receiving monthly budget control reports from the Headteacher, exercising control over the delegated authority of the Headteacher, authorising virement within the budget, reporting back to the full Governing Body on all financial matters.

Governing Body: To establish the frame of reference for the Finance Committee, its membership, the limit of delegated authority, the method and frequency of reporting back and a register of pecuniary interests of staff and governors.

Teachers: Curriculum co-ordinators to order resources within budget limit, subject to agreed priorities as specified in the SIDP.  To ensure value for money, orders should be placed through ESPO as far as possible.


FINANCE COMMITTEE

TERMS OF REFERENCE

The Committee shall:-

· Provide guidance and assistance to the headteacher and governing body on all matters relating to budgeting and finance, with reference to ‘Keeping Your Balance – standards for financial administration in schools’.  (OfSTED/Audit Commission)

· Review regularly the detail of the financial procedures agreed by the governing body.

· Prepare and review financial policy statements, including consideration of long-term planning and resourcing.

· Prepare a Charging Policy for the school for approval by, or reporting to the full governing body.

· Consider each year’s School Improvement and Development Plan (or OfSTED Action Plan) priorities and to agree and draw up an annual budget for recommendation of adoption by the full governing body.

· Monitor income and expenditure of all funds delegated by the LA governing body and to report the financial situation to the full governing body each term.

· Monitor the impact of spending decisions upon educational achievements of the school.

· Recommend for approval by the governing body the level of delegation to the headteacher for the day-to-day financial management of the school.

· Recommend the amount which can be vired between budget headings by the headteacher without prior agreement of the finance committee.

· Ensure the audit of unofficial school funds.

· Provide the financial information to be included in the Annual Report of the Governing Body.

· Attend or commission appropriate governor training.

· Report to the full governing body at each of its meetings

· Consider recommendations from other committees.

· Consider any other matters referred to it by the Governing Body.

Membership
The governing body shall determine and review annually at the first meeting of the school year, the establishment, terms of reference, constitution and membership of the committee.

The committee shall consist of at least five governors and associate members as appropriate.

Associate members may be members of the committee, but the majority of committee members shall be governors.   Associate members may give advice and may vote in accordance with any restrictions placed upon them by the governing body.

Chairing
The Chair of the committee will be appointed by the committee annually.

Quorum
For the meeting to be quorate it must be attended by three governors who are members of the committee (not including the headteacher).
Meetings
The committee shall meet at least once a term and more often if required.

Minutes
A minute secretary should be appointed by the committee.  A proforma, recommended by the Governor Support Service, is available to record minutes.  Draft minutes should be submitted to the next full Governor’s meeting and kept by the Clerk for future reference.  The minutes should be submitted to the next full Governing Body meeting and signed by the Chair of Governors.

Limits of Delegated Authority and Channels of Reporting to the Governing Body
The budget is set annually and is based on the recommendations of the Finance Committee, taking account of the priorities identified in the SIDP.

The Finance Committee reports termly to the Governing Body.

The Finance Committee meets at least termly to monitor spending.  The committee can vire money between budget headings subject to reporting back to the full Governing  Body.  

The Governing Body will delegate authority to the Finance Committee to make such adjustments to the approved budget as may be necessary to meet changing needs and situations, subject to the condition that the Planned Balance should not be reduced by more than 1% of the “Total Expenditure” sum.  Changes to the budget should be reported to the Governing Body at the next full meeting.  Prior approval should be sought for proposals which will bring the cumulative change in the Planned Balance to greater than this limit, or which will reduce the Planned Balance to or below zero.

The Headteacher can vire money between budget headings subject to the following conditions:-

1. The overall budget remains balanced and commitments (e.g. salaries, ongoing costs) are protected.

2. The vired money follows the priorities identified in the SIDP.

3. The vired money is no more than 10% of the original/reviewed budget heading.

4. Existing financial regulations are not compromised.

Register of Pecuniary Interests
The school staff have pecuniary interest in any decisions concerning their pay and conditions.  Recommendations regarding pay, (subject to the school’s Salary Pay Policy and the budget determined by the Finance Committee) are made by the Pay Committee.  Staff are not involved in any decision making if their own interests are being discussed.

The Governors and staff are required to register any pecuniary interests – e.g. links with local firms from which the school may purchase goods or services.  Should anyone have a direct interest at a particular time, s/he must withdraw from discussions.

2
FINANCIAL PLANNING
Budgetary control is a continuous process in which the school reviews and adjusts budgetary targets during the financial year.  It provides a mechanism to call budget holders to account.  The process of allocating the budget is not simply an incremental process from one year to the next but reflects, in monetary terms, the school's aims and objectives within the available resources.  As the school development plan leads to changes in priorities for expenditure in successive years, the emphasis is on the objectives that the school wants to achieve rather than on the monetary inputs.  

Aims and Objectives

The school’s aim is to develop excellent through high achievement and creativity for all in the school community.
The SIDP (School Improvement and Development Plan) identifies the educational goals over a three year period and outlines the areas which are the priority for spending.

S.I.D.P. – Strategic Planning
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Budget Planning Timetable

Spring Term
Budget Preparation

1. PLASC Pupil Numbers,  January.

2. Outturn projected.
3. Resource request from Curriculum Leaders, February.
4. Resource allocation, February.

5. Staffing costs.
6. Priorities costed.  Inset costed.

7. Spending Plan.

8. Budget approved by Governing Body.

9. Budget Plan to LA, March.

Summer Term

1. Standards Fund budget determined.

2. Stock and resources ordered by curriculum leaders.

3. Budget monitoring.

4. Analysis of previous year’s outcome and amend current budget as appropriate.

Autumn Term

1. Budget monitoring.

2. Curriculum leaders’ orders deadline.

3. Financial Procedures and Information Requirements reviewed. November.

4. Audit of School Fund – Presented to Governors.

Timely Estimates

The Headteacher will inform the Finance Committee and full Governing Body of estimated expenditure and income to allow considered decisions to be made.

Planning for Solvency

The Governors will not approve a deficit budget.  Difficulties with number projection require a cautious approach.

Staff sickness insurance must be costed realistically.

A programme for redecoration and equipment replacement must be planned over several years.

The budget is monitored and reviewed at least termly by the Finance Committee.

Budget details to LA

Spending Plan for the next financial year is forwarded to the LA in March.  Any modifications are made and county informed when appropriate.
3
BUDGET MONITORING
Monthly budget monitoring reports are produced from Star Accounts showing income and expenditure, sums committed but not yet paid and outturn forecasts, against the approved budget.  These reports are forwarded to the LA.

Regular reports are provided to the Governing Body as follows:-



Date

Meetings



Reports


March

Finance C.-Budget Preparation
Reports/Spending Plan









Reviews of prev. yr’s plan.


March

G.B.-Budget/Spending Plan

Spending Plan




approved.


Summer
Finance C.- Budget update

Analysis of Actuals Report 









Spending Plan review.


Summer
G.B.-Report from Finance C.

Verbal Report.


Autumn
Finance C.-Budget update

Analysis of Actuals Report









Spending Plan review.


Autumn
G.B.-Report from Finance C.

Verbal Report.


January
Finance C.-Budget Preparation
Analysis of Actuals Report









Projections.

Subject Leaders and Curriculum Coordinators are invited to submit an application for funding which will be considered by the Headteacher.
Orders  should be placed by the end of December (Period 9) to enable satisfactory close of year arrangements.  

Value for money is ensured by curriculum leaders following purchasing arrangements, i.e. ESPO prices should be checked first; delivery costs are kept to a minimum by placing composite orders if possible

The budget is monitored monthly through Budget Control Reports and Analysis of Actuals Reports by the Head and Chair of Finance Committee.  Reviews are made as necessary each term with the approval of the Finance Committee.

Capital Expenditure Contracts Such projects are subject to the LA’s financial regulations.  Building projects need the approval of the LA which does not allow capital or revenue charge against itself unless approved.

4
PURCHASING 
Testing the market The school obtains best value for money by testing the market before the school is committed to any expenditure.

Obtaining quotations The Governing Body requires three written quotations whenever the estimated value of a purchase exceeds £3,000.  Should this be impracticable, the reasons for not doing so are reported to the Finance Committee

Governing Body Review of Quotations The Governing Body will review all quotations above £6,000 on the recommendation of the Finance Committee.  The Finance Committee will review all quotations of £3,000-£6,000 and approve expenditure subject to reporting to the full Governing Body.  The Headteacher will review all quotations less than £3,000 subject to reporting to the Finance Committee.

Accepting Quotations The lowest quotation will be accepted unless there are extenuating circumstances, in which case these will be reported to the next level of approval and minuted.  This includes a consideration of best value guidance.
Tenders Expenditure in excess of £30,000 must go to Tender in accordance with the Standing Orders of the Norfolk Scheme.  The procedure for Tenders includes
· Advertisement of tenders

· Compliance with EU regulations

· Submission, receipt, opening and recording of tenders

· Consideration of financial and/or technical evaluation

· Acceptance of tenders

· Contract documentation

· Cancellation clauses in cases involving corruption or bribery.

Written Orders Written, pre-numbered orders are used throughout with the exception of:-

· Replies to advertisements where a reply slip is offered.  A copy of the reply slip constitutes the order.

· Inspection orders delivered then purchased.

· Orders purchased locally where the order is urgent or provides an opportunity of obtaining a useful resource which might otherwise be missed.

· Various book schemes where the company insists on its own forms.

· Contracts and services.

Verbal orders must be confirmed in writing.

Official Order Forms These are produced from Star Accounts software and are retained in the office.

Private Orders Generally private orders are not allowed.  Exceptions to this occur when individuals purchase small items for use by the children.  Reimbursement is made to the individuals at the end of each month.

Completion of Order Forms All orders are generated by the Secretary.  Curriculum leaders may submit requests for orders, these are generated by the Secretary and authorised by the Headteacher.

Approved Certification of Orders The Headteacher/Deputy Headteacher are the only two persons able to authorise purchases.

Responsibility of Signatories The Headteacher/Deputy Headteacher must be satisfied that the goods or services ordered are appropriate and needed, that there is adequate budgetary provision and that quotes or tenders have been obtained if necessary.

Recording Committed Expenditure An automatic commitment record is maintained within Star Accounts to facilitate budget monitoring.

Checking Goods and Services Received Goods and, as far as possible services, are checked by the Administration Assistant/Site Manager against the delivery note.  The Secretary checks the delivery note against the order.  The delivery note is appended to the order.

Payment Procedures 
Payment to be made within time limits specified by law for the payment of debts and only when a proper invoice has been received which is checked, coded and certified for payment by the Headteacher or Deputy.

Certification of Documentation 

Signatory of Order

Head or Deputy

Checking receipt of goods
Admin. Assistant and Site Manager

Certification of Invoices
Head or Deputy

All invoices are marked as being paid and recorded with the cheque number and school payment number.  These are stored in order on file.

Payment is only authorised against original invoices.

5 FINANCIAL CONTROLS

Internal Financial Control By building internal financial controls into systems, schools can be confident that transactions are properly processed and that errors are detected promptly.  Examples of such controls are:-

· Internal check – the checking of one person’s work by another

· Separation of duties – distributing duties to ensure that key tasks are assigned to separate members of staff

· Systems manuals – descriptions of how systems should operate.

· Authorisations – the certification that a transaction or event is acceptable for further processing e.g. authorising an invoice for payment.

SIDP

|

Budget – Spending Plan

Setting according to identified priorities

|

Decision to buy, ensuring value for money.

Check ESPO prices first.  Three tenders/prices desirable

for appropriate goods, services.

|

Administrator: Process and place order.  Order authorised

by Headteacher.  Copy of order kept on file

|

Administrator:  Record order details and commitment.

|

Receive goods

|

Admin. Assistant/Site Manager:  Check and sign delivery note to ensure number of

packages are as ordered.  Note discrepancies.

|

Administrator:  Receive and check invoice against delivery note and order.

Note prices are correct.  Sign.

|

Pass to Headteacher for authorisation.

|

Administrator:  Draw up cheque – 2 signatories needed.

|

Secretary/Admin. Assistant:  Update inventory and Site Manager security engraves goods if appropriate.

|

Administrator:  Monthly reconciliation (Star Account)

|

BCR

End of Year Documentation Storage Orders, delivery notes, invoices, daily transaction sheets, cheque book stubs, bank statements BCRs are boxed together, labelled and stored for audit purposes.  Records are retained in accordance with the LA Policy on Record Retention as at Appendix D.

Duties of Staff

Headteacher
responsible for maintenance, effectiveness and control of financial systems; to provide reports for Governors.

Deputy
to deputise for the above; to be familiar with the allocation of the school’s budget and how spending is monitored.

Secretary
to administer the system and ensure that procedures are being followed.

Checks

Budget approval required before permission to spend is given.

Secretary
Checks delivery note against order



Arithmetic and VAT checked



Invoice checked against delivery note/order



Payment checked against order



Payment authorised by Headteacher



Payment voucher number generated and recorded on invoice



Cheque number recorded on invoice

Agreed Written Procedures See diagram page 10.

Financial Control Maintenance The headteacher ensures all expenditure from sources of earmarked funding is accounted for separately and that the funding is used for its intended purpose.

The system operates with the assumption that three people are able to manage the system and ensure continuity of ordering and payment:  The Head, Deputy Head and Secretary.  No one person is able to generate an order and pay the invoice without the check of another.  A cheque requires the signatures of any two of those three people.

Separation of Duties.  Unofficial Funds:  School Fund

Secretary and Admin. Assistant receive and record money taken from children.  Cash is stored in cash box and kept in safe each night.  Cash is banked at least weekly by Secretary.  The Administrator prepares accounts. Accounts are audited annually.
Cheques to staff are processed at the end of each month upon the provision of VAT invoices with 2 signatures required. The expenditure must have been previously authorised by Head/Deputy.

Official Funds

Cheques from lettings or occasional transfer from non-official to official funds, are made out to Brundall School LM Account.  Receipts are issued by the Secretary.    

Payment cards record amounts received for major school visits.

Recording

1. Orders are signed by Headteacher

2. Delivery notes are checked by Admin. Assistant

3. Orders are updated from delivery notes by Secretary

4. Invoices/cheques are generated by Secretary, but authorised by Head/Deputy who sign cheques.

5. All records are stored in central point in office.

Alterations All alterations on outgoing orders or cheques must be countersigned by the Headteacher.  Alterations must be clear.  Tippex is not allowed on any documentation.  Alterations are not allowed on any invoices or cheques received.  They must be returned to sender.

Security of Accounting Records All financial records are stored in a cupboard  and filing cabinet for School Fund documents, in the main school office. The office is locked when administrative staff leave, no matter how short the time may be.

Traceability of Transactions

Audit Trail

Order

|

Commitment

|

Delivery Note (checked with order)

|

Invoice (sequentially filed)

|

Cheque (checked with invoice)

|

Reconciliation

|

Bank Statement

|

BCR

Current year’s records on file in office.  Previous records held in accordance with Record Retention Policy as per Appendix D..  Back-up copy of computer records kept by Secretary.

Limited Access to Accounting Records

The following have access to records:

Headteacher

Deputy Headteacher

Administrator
And exceptionally:

County Auditors

Chair of Finance Committee

6 INCOME

Income is vulnerable and the income collection system should meet the following objectives:-

· All income including VAT due to the school is identified

· All collections are receipted and banked promptly and completely

· The accounting records and debtors accounts are properly and promptly updated

Where possible the school obtains money in advance of supplying goods or services as it improves the school’s cash flow and also avoids the time and cost of administering debts.

Governor’s Charging Policy is established in accordance with LA procedures.
Lettings Policy The School adopts the LA Lettings Poilcy, attached as Appendix B.
Separation of Duties
 The office staff cash up all money and prepare relevant documentation.  The documentation is checked by the Headteacher.

Prompt Issue of Invoices The school rarely generates items/services for sale.  When it does, the invoice is generated within the week.

Lettings invoices are normally issued a week before the period of letting.  There is flexibility in the case of regular users.

Issue of Official Receipts Receipts are normally issued as an endorsement of the original invoice if presented or in the case of lettings, the counterfoil is issued.  Receipts are issued for residential trips by entering on individual collection cards.

Transfer of money between Staff
The school is not involved in these transactions.

Secure Records of Income
These are kept along with all records of transactions.

Security of Money


All money is kept in cash box/safe awaiting banking

Banking Arrangements

Cash is banked at least weekly.

Encashment of Personal Cheques
is not allowed.

Reconciling Income and Deposit
All accounts are reconciled monthly.

Bad Debt
Bad debt is managed in accordance with the LA Polict attached as Appendix A.
7.
BANKING

Banking Arrangements Regular bank reconciliations are essential.  They prove that balances are correct and provide assurance that the underlying accounts have been properly compiled and are accurate.  Auditors give particular attention to the frequency of bank reconciliations an view failure to keep them up to date as an indication of potential error or fraud and as a breakdown in the system of internal control.

The use of cheque books is protected by dual signatories.  Cheques are generated by the Secretary and checked by the Head/Deputy.  Blank cheques are not produced.  No salaries are paid by cheque.  Cheques are crossed ‘account payee only’.  Cheques can only be written subject to budget limits and virement conditions.  Cheques should not be presigned.  Cheque books are stored in a locked cabinet in the office.  The school is not able to become overdrawn or have overdraft facilities.

Regular Statements and Reconciliations Statements are provided and amounts reconciled monthly.  Headteacher reviews and countersigns the reconciliation.

Staff Responsibilities The Administrator is responsible for undertaking bank reconciliations and for processing receipts and payments.  The checking system previously outlined ensures internal security.
Surplus If there is a surplus it is carried forward.  This may be planned to cover for:

a. a future reduction of number on roll

b. equipment replacement

c. redecoration

d. capital projects

Private Bank Accounts No private accounts are used.

Borrowing County Financial Regulations do not allow borrowing, except through the LA scheme, or budgeting for deficit.

8.
PAYROLL

The largest item of expenditure is the cost of staff.  The school subscribes to the LA service to provide this function.
· Payments are made only to bona-fide employees.

· Payments are in accordance with individuals’ conditions of employment.

· Payments are made only in respect of services provided to the school.

· Deductions, including income tax and national insurance, are properly administered.

· Amendments to the payroll are promptly and properly processed.

Personnel Procedures

All personnel issues are dealt with by the Head who seeks advice from the Staffing Committee of Governors and Deputy Headteacher.  Procedure details are checked with LA Personnel Department which also offers advice.  There are also Complaints and Discipline and Finance Committees to offer advice and an Appeals Committee to deal with issues where the original decision is challenged.

Staff changes and posts of responsibility are discussed with the Staffing Committee.

Procedures for Administration

The Headteacher ensures that processes of completing, checking and authorising documentation for appointments, terminations of employment and expenses are shared with the Chair of Governors, Chair of Staffing Committee and LA Personnel Department.

Separation of Duties

The Headteacher processes all administration relating to appointments, conditions of employment and termination of contracts.  The County processes all claims.

Personnel Records

Personnel Records are kept in a locked filing cabinet.  Computer files are administered in accordance with the Data Protection Act 1998.

Payroll Transactions are administered through the Payroll system.

Payroll Master Files 
are checked monthly with the BCR.

9 PETTY CASH

The school does not hold any petty cash.

10
TAX

Finance staff follow Income Tax and Construction Industry Scheme regulations as specified by The Norfolk Scheme.  

11
SCHOOL FUND

School funds often provide schools with a substantial additional source of finance.  Although such funds are not public money, the standards outlined elsewhere in this document are equally applicable.  Parents and other benefactors are entitled to the same standards of stewardship for such funds.

Efficient Custody and Control

The accounts of the school fund are audited annually.

The cheque book is protected by two signatories from three:  The Head, Deputy and Secretary.

The annual accounts are presented to the Finance Committee and Full Governing Body.

The County insures School Funds.

The official and non-official funds are kept entirely separate.

12 ASSETS
Portable items and equipment are kept under proper control.  Stock is adequately safeguarded and in the charge of a responsible member of staff.  Stock is adequately safeguarded and in the charge of a responsible member of staff.  Periodic audits of consumption are carried out.
Responsibility for Cash and Property
The Headteacher is responsible for cash and school property, but all teachers and staff are also responsible for security, safe use, reporting faults and damage.  The Administration Assistant and Secretary have responsibility for cash in the first instance.

Stock Maintenance

Spring Term:
A ‘shopping list’ of stock required is drawn up, taking into account existing stock levels.

Summer Term:
Curriculum leaders identify and order curriculum requirements within budget limitations.  Orders are placed.

Maintenance of Inventory An inventory of all school equipment is maintained on computer.  All items are security engraved.

Checking Inventory The inventory is checked annually and discrepancies accounted for.
Redundant Equipment Any disposal of redundant equipment is as per the LA Policy attached as Appendix C.
13
INSURANCE
The school reviews exposure to risks to ensure that cover remains adequate.
Review of Insurance Arrangements

The school subscribes to a County Arranged Insurance Policy which covers losses subject to an excess of £100.  Buildings are covered by County’s own arrangements.  Residential visits are covered by the LA scheme. Insurers visit to audit cover and compliance.
Risks not covered by LA

When the budget is set in the Spring Term each year, the Governors need to assess if they wish to cover risks not insured by the LA.

Notification of new risks

Generally there is little concern over most new purchases as these would automatically be covered under existing County arrangements.

Any future projects, of a self-help nature, would require the assessment of their insurance needs.

Consent of Third Party Indemnities

The school would not given any indemnity to a third party without the written consent of their insurers or the LA.

Notification of Insurance Claims

Procedure

a) County Insurance Officer notified

b) Appropriate claim form completed

c) Commitment of school budget adjusted to take account of excess

d) School notified of completion of claim by County.

Insuring Property Off Site

All school-owned equipment is insured off site in the U.K., subject to certain conditions: the person in possession of the equipment must be an employee of the school; the equipment must not be left unattended in a vehicle.  Musical instruments off site are the responsibility of the parent.

14
DATA SECURITY

Computer Systems

The use of computer systems in schools, particularly for administrative purposes, requires the registrations of governing bodies and headteachers under the Data Protection Act 1998.  The Act imposes requirements of openness and good practice on computer users.  It sets up a public register of data users who hold personal data and requires them to comply with the code of practice incorporated in the Act, known as the Data Protection Principles.  LA maintained schools are covered under their LA’S data protection registration.

Data Protection Registration

The school and governors are registered as data users.

Back-up Procedures

All data is transferred to back-up discs on a daily basis.  These are not left on site overnight.

Protection of Computer Facilities

The information kept on computer is protected by a hierarchy of passwords.  Access to all levels is limited to Headteacher and Secretary.  Alterations to information stored on computer are only possible by the user entering the correct password.  Each different password allows access to selected areas, ensuring that the most sensitive and confidential information is secure.

15.
BEST VALUE STATEMENT

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 pupils, in the most efficient and effective way, at a reasonable cost.  

What is Best Value? 

Governors  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 the services of appropriate quality, economic?

The Governors’ Approach

The Governors and Leadership Team 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.

Governors, and the school Leadership Team:
· Make comparisons with other/similar schools using data provided by the LA and the Government, e.g. RAISE, quality of teaching and learning, levels of expenditure.

· Challenge proposals, examining them for effectiveness, efficiency and cost.

· Require suppliers to compete on grounds of cost and quality/suitability of services/products/backup.

· Consult individuals and organisations on quality/suitability of service we provide to parents and pupils, and services we receive from providers.

The pursuit of minor improvements or savings is not cost effective if the administration involves substantial time or costs.  
Staffing

Governors and the Leadership Team deploy staff to provide best value in terms of quality of teaching, quality of learning, adult-pupil ratio, and curriculum management.

Use of Premises

Governors and the Leadership Team consider the allocation and use of teaching areas, support areas and communal areas, to provide the best environment for teaching and learning, for support services, and for communal access to central resources, e.g. the library.

Use of Resources

Governors and the Leadership Team deploy equipment, materials and services to provide pupils and staff with resources which support quality of teaching and quality of learning.

Teaching

Governors and the Leadership Team review the quality of curriculum provision and quality of teaching, to provide parents and pupils with:

· A curriculum which meets the requirements of the National Curriculum, National Literacy Strategy and National Numeracy Strategy, the LA agreed RE Syllabus, and the needs of pupils.

· Teaching which builds on previous learning and has high expectations of children’s achievement.

Learning

Governors and the Leadership Team review the quality of children’s learning, by cohort, class and group, to provide teaching which enables children to achieve nationally expected progress, e.g. setting of annual pupil achievement targets, 2 national curriculum levels between Years 3 and 6.

Purchasing

Governors and school Leadership Team have procedures for assessing need, and obtaining goods and services which provide ‘best value’ in terms of suitability, efficiency, time, and cost.  Measures already in place include:

· Competitive tendering procedures (e.g. for goods and services above the limit specified by the Norfolk Scheme, currently £30,000)

· Procedures for accepting ‘best value’ quotes, which are not necessarily the cheapest (e.g. suitability for purpose and quality of workmanship).

· Procedures which minimise office time by the purchase of goods or services under £1,000 direct from known, reliable suppliers (e.g. stationery, small equipment).

Pupils’ Welfare

Governors and the Leadership Team review the quality of the school environment and the school ethos, in order to provide a supportive environment conducive to learning and recreation.

Health & Safety

Governors and school managers review the quality of the school environment and equipment, carrying out risk assessments where appropriate, in order to provide a safe working environment for pupils, staff and visitors.

Monitoring

These areas will be monitored for best value by:

1. In-house monitoring by the Headteacher and curriculum coordinators, e.g. classroom practice, work sampling.

2. Termly target setting meetings between the Headteacher and curriculum coordinators.

3. Annual Performance Management.

4. Annual Budget Planning.

5. Headteacher’s monthly financial review.

6. Termly visits by the Adviser

7. Visits by the Finance Officer

8. Analysis of school pupil performance data, e.g. SATs results, standardised test results, LA schools, similar schools.

9. Analysis of pupil performance data, (County Key Data)
10. Analysis of financial data, against bench mark data for all schools, LA schools, similar schools.

11. Analysis of DCFS pupil performance data, e.g. RAISE
12. Ofsted Inspection reports.

13. Self Evaluation Report

14. Governors’ termly committee meetings.

15. Governors’ full termly meetings.

16. Governors’ Annual Finance Review.

17. Governors’ Annual SATs Target Setting Meeting

18. Governors’ Annual Development Plan Meeting

Appendix A – Bad Debt Policy
The School adopts the LA Bad Debt Policy as below:

1. Wherever possible, income due will be collected before or at the time the relevant sale or service is provided. Where this is not possible, an invoice will be raised for immediate payment.

2. All debts will be recorded and non-payment will be followed up by issuing reminders as outlined below. Where a service is being provided, this will cease immediately and the debtor will be informed of this in writing. The service will not be reinstated until the debt is cleared and payment of future services is made in advance. 

· 3 weeks from date of invoice  -  1st reminder 

· 6 weeks from date of invoice  -  2nd reminder 

· 9 weeks from date of invoice  -  final reminder 

The final reminder will be sent by recorded delivery and threatens legal action if the account is not settled within 14 days.

3. After 14 days, where a debt is still outstanding, legal action will be considered and the debtor will be informed of this in writing. The debt may be referred to the County Legal Services, where appropriate.

4. Legal action will not be taken for debts under £50.

5. If, after every effort has been made to collect the debt and legal action is considered impractical or has been unsuccessful, individual bad (irrecoverable) debts may be written off in accordance with the following procedures: 

· those up to the value of £100 to be approved by the headteacher and reported to the next meeting of the governing body 

· those exceeding £100 and up to the value of £500 to be referred to the governing body for approval, either directly or after consideration by the finance committee 

· those exceeding £500 to be referred to the Head of Children’s Services (Finance & ICT) (as per the Norfolk Scheme for Financing Schools) 

6. The VAT element of any debt must not be written off as this contravenes HM Customs and Excise statutory requirements.
Appendix B - Lettings Policy

The School adopts the LA Lettings Policy as below:

	1.1 
	On 21st September 1988 the Education Committee agreed a policy for the shared use of school and colleges in the community. The policy is as follows:

‘The LA is wholly committed to the principle of the shared use of school, college and other educational premises. The commitment is founded on a two-fold aim: -

a. to draw schools, colleges, Adult Education and the Youth and Community Service and other educational providers into a closer partnership with the local community and

b. to optimise the use of educational facilities.

The LA recognises that Governors, Headteachers, will develop individual guidelines to anticipate and determine the practicalities of achieving the shared use of facilities but sets the following policy as a framework within which all schools must work: -

i. Schools, Adult Education and the Youth and Community Service are complimentary elements of the LA’s provision. Whilst schools will clearly be regarded as the principle and major users of their own premises, the needs of Adult Education and the Youth and Community Service must also be taken in to account when determining such use; 

ii. Shared use of premises may only be undertaken when facilities are not directly required by the LA users on behalf of their students; 

iii. For the purposes of shared use, premises may normally be considered to be available: - 

- From 8.00am to 10.30pm

- For seven days a week

- For 48 weeks in the year

iv. In order to facilitate shared use for the users, each governing body should determine and publish its guidelines and procedures within this policy. 

In the terms of the School Standards and Framework Act 1998, this policy framework applies to maintained schools only. However, the LA wishes to recommend these principles also to governors of voluntary schools.’

	1.2
	On 1st April 1993 the policy ceased to apply to FE Colleges.

	1.3
	The policy relates only to use of the premises outside the school day. Groups should not be charged for the use of school premises during the school day, deemed as 8.00am - 6.00pm.


Appendix C - Redundant Equipment Policy

The School adopts the LA policy as below:

1. The governing body has the authority to declare equipment, furniture or any other assets or stores surplus to requirements and to arrange for their sale or write off, provided the items concerned were purchased in full or in part from its delegated budget. Land and building are always excluded from this authority.

2. Where the estimated disposal value of surplus or redundant assets (equipment) or stores is less than £100 and sale is to be by public auction or competitive tendering, authority for disposal can be given by the headteacher.

3. The prior approval of the governing body will be required where: 

· The estimated disposal value is between £100 and £500 

· The sale is not to be by public auction or competitive tendering 

4. Where the estimated disposal value is above £500, these must be referred to the Head of Children’s Services (Finance & ICT), (as per the Norfolk Scheme for Financing Schools).

5. A list of equipment disposed of will be presented to the governing body at its’ next meeting. This list will show, so far as may be known, the item, department, date of manufacture or purchase, values when new and when made redundant (estimated where necessary) and disposal value.

6. The schools’ inventory will be amended to show disposals and such entries will be endorsed by the headteacher.

7. The net income (i.e. excluding VAT) from the sale of surplus or redundant assets or stores purchased from the school budget will be credited back to the school budget.
Appendix D – Retention of Financial Records

The School adopts the LA policy as below:

(Where appropriate records detailed apply to both Official & Unofficial Funds)

	Record Type
	Detail of Record
	Minimum Retention Period (years)

	Paid Invoices
	Paid by on-line direct input (schools’ local bank accounts)
	6 + 1

	Cash Books
	Full Books
	3 + 1

	Imprest Claims
	Establishment/departmental copies
	2 + 1

	Copy of orders/internal requisitions
	 
	2 + 1

	Delivery notes
	 
	2 + 1

	Postage records
	 
	2 + 1

	Cheque stubs
	Cancelled & Spoiled Cheques
	3 + 1

	Daily Transaction Sheets
	File Copies
	2 + 1

	Bank Statements
	 
	3 + 1

	Petty Cash Records
	 
	3 + 1

	Educational Visits
	Account/supporting documentation, final statements
	3 + 1

	Contracts
	Quotations, tenders
	6 + 1

	Systems control & data vet reports
	For own systems
	2 + 1

	Records of Controlled Stationery
	 
	6 + 1

	Payroll Master Records
	Paid by on-line direct input
	12 + 1

	Personnel Records
	As held by establishments and/or departments
	Retain for one year after the end of the employment

	Receipt Books
	From date of last receipt in book
	6 + 1

	Bank paying-in books and slips
	 
	6 + 1

	Copy debtor accounts
	 
	6 + 1

	Till rolls
	 
	6 months

	Cash register control readings
	 
	2 + 1

	Income collection registers
	e.g. meals
	2 + 1

	Letting registers
	Including copy receipts
	6 + 1

	ESPO Order Books
	 
	6 + 1

	Trivia Order Books
	 
	6 + 1

	Inventories
	Full books
	2 + 1

	Stock Records
	Ledgers, bin cards, stock tables
	2 + 1

	Accounting code lists
	 
	Current year + 1

	Budgetary Control Reports
	 
	2 + 1

	Commitment records
	 
	2 + 1

	Dinner Registers
	 
	Current year + 2

	Accepted tender documents
	From end of contract or extension
	6 + 1 or 13 + 1 if sealed deed

	Contract variations
	Changes during the contract term
	6 + 1 or 13 + 1 if sealed deed

	Record of receipt and opening of tenders
	From end of contract or extension
	6 + 1

	Record of terms and prices offered by all bidders
	From end of contract or extension
	6 + 1

	Signed contracts plus key records e.g. surveys, site plans, bills of quantities
	From end of contract or extension
	6 + 1

	Unsuccessful tenders
	From end of contract or extension
	2 + 1 NB: Unsuccessful tenders are the property of the tenderer. If he requires return of paperwork it may be necessary to do so. The challenge period for unsuccessful tenders is only three months long - however documents should be retained for 2 + 1)

	Unofficial Funds/ Voluntary Funds
	Audited accounts/statements, cashbook, and supporting documentation.
	3 + 1
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