




 
 
 
Contents 
 
 
Introduction 	 	 	 	 	 	 	 	 	 	 
The Governing Body  	 	 	 	 	 	 	 		
The Finance and Resources Committee 	 	 	 	 	  
The Role of the Head Teacher 	 	 	 	 	 	 	
Financial Regulations 
Banking 	 	 	 	 	 	 	 	
General Arrangements for Financial Control and Accounting Arrangements 	 
The Scheme of Delegation 	 	 	 	 	 	 	 	
Pecuniary Interests 	 	 	 	 	 	 	 	 	 
School Development Plans & Budgets 	 	 	 	 	 	 
Budget Monitoring and Adjustments  	 	 	 	 	 	 
Internal Financial Control and Data Security  	 	 	 	 	 
Computer Systems 	 	 	 	 	 	 	 	 	 
Purchasing 	 	 	 	 	 	 	 	 	 	 
Leasing Arrangements 	 	 	 	 	 	 	 	 
Income Management and Banking 	 	 	 	 	 	 	 
Petty Cash 	 	 	 	 	 	 	 	 	 	 
Lettings          										 
Inventory and Assets         								 
Voluntary & Private Funds        							 
Personnel, Salaries & Wages        							 
Insurance          									 
Conduct, Bribery and Corruption       							 
Review Process         									 
 
 















Introduction 
 
This policy sets out the roles and responsibilities of school management and staff in relation to the Financial Arrangements within the school. The Finance Policy abides with financial standards as set by the DFE and the London Borough of Havering.  The Governing Body controls this Finance Policy. 
 
The Governing Body 
 
An elected Governing Body manages the school. The Governing Body is responsible for delivery of an effective and efficient education for the pupils of the school. The responsibilities are wide ranging and cover all aspects of the curriculum, staffing, premises, health and safety, attendance, discipline and finance.  
 
The governors currently serving on the Governing Board and the categories in which they serve are shown below: 
 
	Chair of Governors 
	Foundation Governors 
	Staff Governor
	 Parent Governors 

	Mrs R Lapington 
	Rev G Robinson     (Ex-Officio) 
	Kelly Jordan
	Ania Kasprowicz

	Mrs D Eaton        (Vice Chair)
	Mrs H Elliot
	
	Rebecca Harrison

	 
	Ms H Koon 
	
	

	 
	Mrs A Ngwira 
	
	

	 
	Tim Olson
	
	

	 
	Alice Yeoman
	
	



In terms of the finance responsibilities, the role of the Governing Body is:  
 
· To take responsibility to ensure the available resources are used effectively and efficiently 
 
· To set controls for both the financial and operational aspects of the school that are consistent with best practice and statute as defined by the Financial Regulations for Schools 
  
· To formulate the budget plans and oversee the use of this budget 
 
· To evaluate financial reports from the Finance and Resources Committee and Headteacher / School Business Manager 
 
· Review the delegated responsibilities annually.  
 The Governing Body delegates some of its powers within a committee structure as well as to the Head Teacher. 
 
The Committees follow a defined terms of reference but functions are covered within the committee structure below: 
 
· Finance, staffing and Premises 
 
· Human Resources  
 
· Quality of Education 
 
The Governing Body meets termly. 
  
The Role of the Head Teacher 
The Head Teacher controls the day to day activities within the school and all staff report to the Head Teacher within a management structure.  
 
The Head Teacher is responsible for the day to day activities of finance and administration.  
 
The Head Teacher’s role is: 
 
· To advise the Finance and Resources Committee and/or the Governing Body on the position of the school budget, which is monitored on a monthly basis by the Head Teacher and the School Business Manager. 
 
· To ensure the Governing Body and/or the Finance Committee are provided with relevant and timely information for them to discharge their duties. 
 
· To ensure the requirements of the Governing Body are carried out. 
 
· To alert or inform the Governing Body of any matters considered relevant. 
 
· To ensure all financial matters are undertaken in compliance with DFE guidelines and the Financial Regulations for Schools.  
 
· Manage the day to day budget in line with the expectations of the Governing Body.   
 
· To ensure all financial returns are completed and submitted within the required time scales. 
 
The Head Teacher delegates appropriate responsibilities to the School Business Manager. 
 
Financial Regulations 
 The school aims to always follow the guidelines as documented in the Salford Council Scheme of Local Management for Schools. In adopting these guidelines, it is assumed that the school operates within the financial guidelines of the LA and the DfE.
 
 
General Arrangements for Financial Control and Accounting Arrangements 
 The school follows the guidelines for financial control and accounting as shown in the LA Financial Regulations for Schools.   
 
Banking 
 The schools main bank account is held with Lloyds and the signatories on the bank mandate are agreed annually by the Governing Body Finance Committee. 
 
The schools private bank account is also held with Lloyds Bank. 
 
Reconciliation of bank statements to the financial records held in SIMS FMS is carried out monthly. Copies of the reconciliations are sent to the LA each month.

The school has access to internet banking on a read only basis.  The Headteacher and the Business Manager both have passwords for internet access.  This is only used to print off bank statements at year end. 
 
The Scheme of Delegation 
 The Scheme of Delegation lists the financial responsibilities of the staff and governors within the school.  This delegation is the distribution of responsibilities of the Governing Body.  
 
The Head Teacher and the Finance Committee review the scheme annually ensuring that the correct levels of delegated powers are given to individuals or committees. The full Governing Body endorses the review before any changes are exercised.   
 
Delegated powers include both financial and non-financial functions 
 
The scheme ensures that no one individual has the authority to perform an entire process where school delegated funds are involved.  
 
Pecuniary Interests and Relationships 
It is the responsibility of the Head Teacher and the Governing Body to ensure that staff and governors do not directly or indirectly benefit financially when spending public money. 
To control this conflict of interest, the school has established a register of pecuniary interests and relationships of all staff and governors. 
 
All governors and staff are required to disclose any interest they have in any of the firms on this list. Additionally, they are asked to disclose any links they have with local firms (or national firms if relevant) that may provide services to schools. All staff and governors are required to disclose any interest as soon as they are aware of the link. At the start of every Governing Board and Committee meeting attendees are given the opportunity to declare any pecuniary interest. 
 
Governors are asked to complete the Pecuniary Interests Declaration on Governor Hub
 
School Improvement Plans and Budgets 
The Leadership Team of the school produce, annually, a School Improvement Plan (SIP). The aim of this plan is to develop a strategy for improvement in all aspects of the school.  
The SIP covers a medium term strategy but is linked to annual budgets. 
 
The Governing Board reviews the SIP termly and records the resource requirements arising from the plan in the annual budget for the relevant financial year.   
 
The annual budget process must be completed for submission to the LA by 1st May each year.   
 
The school management and the Governing Board also abide by the processes and procedures within the LA’s Scheme for Financing Schools.  Reporting of the budget to the LA follows the required format of the LA.  
 
The school always aims to produce a balanced budget with the approval of the Governing Board and plans for 5 financial years in advance to ensure that current spending decisions do not impact adversely on future budgets producing deficits or excessive carry forward balances.  
 
Budget Monitoring and Adjustments 
 
The Head Teacher and the School Business Manager monitor expenditure against the budget on a monthly basis and retain annotated monitoring reports as evidence of regular monitoring and for audit purposes. The Head Teacher will present a report on the budget position to the Finance Committee each term. 
 
Any material variances in expenditure are reported to the Finance Committee as soon as they are identified.  
 
In the management of the budget, there is on occasion a need to transfer budgets with changing priorities. All such budget adjustments or virements are recorded and must be authorised before being processed.  
 
Virements between the capital budget and revenue budget are not allowed. Virements into and out of other ring-fenced budgets is also not permitted. 
 
Internal Financial Control and Data Security 
 All duties and financial procedures are in line with the Local Authority regulations as documented in the Financial Regulations for Schools. 
 
The LA conducts the programme of Internal Audit using LA and external audit services. These audits cover the use of public funds. Audits are conducted tri - annually. 
 
School Private Funds are independently audited annually in the Summer Term.  
 
There are written descriptions of financial systems and procedures that are kept up to date and accord with any audit or other guidelines from the LA and its financial regulations of the Council. 
 
Staff members are properly trained in the financial systems and procedures.  
 
There are cover arrangements in place for key financial staff and management.  These arrangements include the performance of key tasks and the transfer of responsibility during the period of cover.  
 
Transactional control is supported by systems that include segregation of duties wherever possible:  
 
· At least two people are involved in the ordering of goods and that one provides a check for the other. 
 
· Where possible, the duty of calculating, checking and recording of money is separated from duty of collecting and paying out money. 
 
· Any alterations to original documents (such as cheques, invoices and orders) are made in permanent form.  The use of correcting fluid and the erasure of information is not acceptable.  Any alterations are properly and clearly initialled and dated. Where alterations are made early in the cycle of duty, all authorisations after the alteration must confirm note of the alteration.  
 
· All financial transactions are traceable from the original documentation to accounting records both at school and local authority level and vice versa with all checks being carried out on documents being recorded. 
 
· Financial records are kept properly and securely in accordance with the requirements of the LA regulations. 

Computer Systems 
 Control and security of data is maintained within the parameters of the Data Protection Act and legislation and DfE guidance on the safeguarding of children. 
 
As such access to financial and operational systems is carefully controlled. These access rights also support the Scheme of Delegation.   
 
The Head Teacher ensures adequate separation of duties between personnel entering and authorising data on the computer system is in place. 
 
The Head Teacher ensures that only authorised software is used in order to prevent the importing of computer viruses. Virus checking software is also used. 
Passwords are changed regularly and are “strong” passwords, known only to the password holders. The System Manager has access rights to reset passwords for staff. Main system passwords are kept in the school safe.  
 
A differential/full backup is taken daily. 
 
The school has an Emergency Plan in place that ensures data can be recovered. It is recognised that all data needs to be backed up and held off-site. The company which manages the stored data complies with the Data Protection Act 1998 has clear guidelines on how data should be stored and transmitted and adheres to the current European Economic Area (EEA) guidelines.  
 
Arrangements for backup of data are through the following provider and are detailed within the service level agreement: 
 
Fingertip Solutions

Purchasing 
 
All school purchases made and contracts awarded comply with all relevant 
· ensure value for money is obtained 
· maximise competition wherever possible 
· are in accordance with best practice 
· ensure a fair and transparent process 
 
· demonstrate with evidence that there was a fair process and value for money was obtained for the audit trail 
 
The school follows the LA’s purchasing guidelines as documented in the Standing Orders and Financial Regulations Policy. 
 
All new supplier details and current details are updated in the Accounts Payable System in SIMS FMS.  
 
Approval of invoices is carried out in accordance to the authority guidelines 
 
Orders are placed and approved in accordance with the scheme of delegation. Invoices are checked against the order and goods received note. The invoices are approved and entered to the Accounts Payable system by the School Business Manager. 
 
Payment of invoices is made using cheques. Two authorised members of staff sign each cheque. Ideally, the person authorising the invoice or the person who ordered the goods or services concerned, does not sign related cheque payment.

The school currently holds one RBS Purchasing Card which is in the name of the Business Manager, who is the only authorised user. The purchasing card must not be used by any other member of staff.  The Headteacher reconciles all purchases against the card statements monthly and signs and dates the statements. 
 
Leasing Arrangements 
 
The school does not enter into Finance Leases.  
 
The school submits annual returns detailing leases held, to the LA. 



 
Income Management 
 
In addition to income received from the local authority for the school’s delegated budget, the school collects income from the following sources:  
 
Pupils / Parents for school trips and events 
Pupils as fund-raising donations 
School Fund for specific funding of projects 
Funding from other Local Authorities for looked after children/FSM by way of Pupil Premium 
 
All income collection is accounted for within the school office. 
 
A record is kept for each type of income and where required an invoice is presented for payment. 
 
Income relating to the school budget is banked in the school’s main bank account. Private funds are banked in the School Fund Account.   
 
Monies collected are banked promptly and, preferably, weekly.   Whenever possible, two members of staff should take monies to the bank, but it is accepted that there will often be occasions when this is not possible.

Petty Cash 

 Small incidental expenses are paid in cash using Petty Cash.  
 
A maximum limit of £100 is set by the Financial Regulations for Schools. Any reimbursement above this value is made by cheque.  
 
Lettings 

The school does not let out the premises.
 
Inventory & Assets Register/Disposal 
 
The school maintains an Inventory Register for items over £500.  The register is recorded in electronic format. 
 
The Business Manager is responsible for the maintenance of this register.  
 
The Inventory is reviewed and checked annually by a member of the Governing Body Finance Committee. 
 
Voluntary & Private Funds 
 
The school has a safe and efficient system for the custody and control of voluntary funds under control of the Governing Body. 

Voluntary funds and related records are kept separately from official school funds. 
 
The accounting procedures reflect the standards for accounting for public money as with the Delegated School Budget above. 
 
All controls described in the Finance Policy also apply to the Voluntary Funds.  
 
The General Fund is used to fund activities and projects that are not supported by the main school budget or as determined by the Headteacher.  
 
Other collections are earmarked for specific projects. 
An Auditor from the LA audits the fund accounts annually in the Summer Term.  
 
Results of the School Fund Audit are reported to the Governors at the Finance Committee meeting in the Autumn Term. 
 
Any suspected irregularities would be reported to the LA auditor immediately. 
 
The Governing Body reviews the above procedures annually in the Autumn Term. 

Personnel, Salaries & Wages 
 
The school uses the Salford Council Payroll Service.  
 
All information regarding staffing is provided to the service to ensure the correct processing of individual pay. The Business Manager ensures that school’s staffing data software is updated promptly for all contract changes. 
 
Authorisation of additional payments outside normal contractual payments are made in accordance with delegated powers. These payments are only authorised by the Headteacher/Head of School.

The Headteacher checks the monthly payroll is correct and signs it off.  

All overtime payments are checked by the Headteacher and submitted buy the Business Manager. 
  
Insurance 
 Insurance cover is provided through the Government RPA Scheme. 

Additional Insurance for the Minibus and school tips is purchased through the LA. 
 
The Headteacher ensures that insurance cover is commensurate with the risks associated with the school. 
 

The Headteacher is responsible for: 
  
· Notifying the insurers/LA of any new risks (new property, equipment). 
 
· Ensuring that the indemnity is not given to any third party without the written consent of the insurers. 
 
· Informing the insurers immediately of all relevant matters (losses or other incidents). 
 

· Maintaining a check to ensure that claims are processed within the required period. 
 
· Ensuring that the police are informed of all claims where this is a requirement of the insurance. 
 
Conduct, Fraud, Bribery & Corruption 
 
All staff, governors, pupils and parents are encouraged to report any acts they consider to be improper and / or illegal.  
 
The school has a “Whistle blowing” policy that has been approved by governors which sets out the process for reporting such acts or actions. 
 
The school has a Fraud, Bribery and Corruption policy agreed by the Governing Body Finance Committee.  The Business Manager has undertaken Fraud, Bribery and Corruption training offered by the LA. 
 
Year End Accounting 
 
The school will comply with the guidance and instruction provided from the Local Authority on closure of accounts. 
 
The Head Teacher will ensure that all financial transactions for expenditure and income are posted to the correct financial year.
 
The Head Teacher will report to the Governing Board on the year-end position including proposed use of any balances carry forward and the recovery of any deficits.  
 
Review Process 
 
The Finance Committee reviews the contents of this policy annually and usually in the Spring Term .    
 
The review considers any changes to associated publications such as the Financial Regulations for Schools issued by the LA and ensures the policy complies with any such changes. 
 
The review considers changes to the structure and members of the Governing Body and the School Staff.




The Finance Committee recommends the adoption of the revised policy to the full Governing Body.  

Date Reviewed:  	 	Spring Term 2025 
 
Review Date:   	 	Spring Term 2026 
 
Signed: …………………………………….. Headteacher  	            Date: ………………….. 
 
Signed: ……………………………………..Chair of Governors 	Date: ………………….. 
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