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WOLVERHAMPTON CITY COUNCIL

FINANCIAL REGULATIONS FOR MAINTAINED SCHOOLS WITH DELEGATED BUDGETS

1. PURPOSE AND INTRODUCTION

1.1 The purpose of these regulations is to help those Wolverhampton maintained schools with delegated budgets to run their finances in a sound and efficient manner, and to operate effectively as self-managing schools.  By applying the rules set out below, Governors and staff will also safeguard their school’s assets from loss or misappropriation and will support the quality of teaching and learning in the school.

1.2 These regulations have been drawn up in accordance with the Council’s Scheme of Delegation to schools, which has been approved by the Secretary of State for Education and Skills.  The regulations supplement the scheme and are subordinate to it, in accordance with Section 48(3) of the School Standards and Framework Act 1998 (SSAFA). Subject only to this proviso, they must be observed by Governing Bodies, Headteachers, and all staff, both teaching and non-teaching, of any school to which the delegation scheme applies.

2. FINANCIAL DUTIES AND RESPONSIBILTIES

2.1
Co-ordinating Director for Finance and Physical Resources
2.1.1 The Co-ordinating Director for Finance and Physical Resources is responsible, under the general direction of the Developing and Supporting the Organisation Cabinet Team of the Council, for the proper administration of the Council’s financial affairs.  This includes the responsibility for ensuring an adequate and effective internal audit of maintained schools in Wolverhampton.

2.1.2  The detailed format and content of all financial returns and procedures covered by this scheme will be subject to approval and periodic review by the Co-ordinating Director for Finance and Physical Resources.
2.2
Co-ordinating Director for Lifelong Learning
2.2.1
The Co-ordinating Director for Lifelong Learning is responsible for ensuring that adequate training, advice, information and support is available to Governing Bodies to enable them to fulfil their responsibilities under Section 2.3 below.

2.2.2 The Co-ordinating Director for Lifelong Learning, in consultation with the Co-ordinating Director for Finance and Physical Resources, is responsible for preparing each year estimates for the forward financial year of:

(a)
The Local Schools Budget (LSB);

(b)
Those elements of the LSB which are to be excluded from the Individual Schools Budget (ISB) in accordance with Section 46 of the SSAFA.  These estimates will be calculated as cash – limited sums.

2.2.3.
By 17 March each year the Co-ordinating Director for Lifelong Learning will provide details of the delegated budget share that will be allocated to each school in the following year by applying the relevant distribution formula to the Individual Schools Budget (ISB).

2.2.4 The Co-ordinating Director for Lifelong Learning will publish the information required by Section 52 of the SSAFA in accordance with regulations and timetables laid down by the Secretary of State for Education and Skills.

2.2.5
In order to fulfil his responsibilities under this Section and the SSAFA the Co-ordinating Director for Lifelong Learning has the right of access to any relevant information or data relating to a school’s delegated budget, including information held within the school.

2.3
Governing Body
2.3.1
The Governing Body of each school is responsible for providing a secure and appropriate environment for pupils and staff, and for the security, custody and control of all other resources of the school, including plant, buildings, material, cash and stores.

2.3.2
In any financial year, once a school’s delegated budget share has been confirmed in writing by the Co-ordinating Director for Lifelong Learning, the Governing Body may incur expenditure up to the total of the delegated budget share, after allowing for any accumulated surplus of deficit carried forward, for the purposes specified in the Scheme of Delegation or incidental to them.  In the absence of any such notification for a given financial year, the Governing Body is authorised to spend in that year up to 40% of its delegated budget share for the preceding financial year, pending the receipt of its current year figures.

2.3.3
The Governing Body is responsible for ensuring that adequate financial procedures and controls exist within the school to minimise the risk of loss, or misappropriation, and also to satisfy official requirements relating to VAT, income tax, national insurance, construction industry tax and any other aspect of the school’s finances.

2.3.4
These regulations are supplementary to the Instruments of Government for the establishment concerned and to those legislative provisions which regulate the powers, duties and conduct of Governors and Governing Bodies.

2.3.5
All the powers and responsibilities set out in these Regulations are vested in the full Governing Body.   However, subject to the Education Acts, the Governors may delegate any power granted to them by these Regulations to a committee of the Governing Body or to the Headteacher.  Where these Regulations attribute authority or responsibility to the Headteacher, this reflects best practice in normal circumstances so as to achieve efficient and effective day to day management and control.  However, the Governing Body may limit the delegated powers of the Headteacher if this is considered in the best interests of the school.  Prior consultation with the Co-ordinating Director for Lifelong Learning is strongly recommended if such action is under consideration.  Any such action, and the reasons for it, must be communicated in writing to the Headteacher concerned and to the Co-ordinating Director for Lifelong Learning.

2.3.6
The attention of Governors is drawn to Schedule 6 of the Education (School Government) (England) Regulations 1999, which contains rules for the withdrawal from meetings of a Governor where he/she has a financial interest in any matter under consideration.

3.
ANNUAL REVENUE BUDGET

3.1
Not later than 17 March each year, or as soon as possible thereafter, the Co-ordinating Director for Lifelong Learning will furnish every maintained school with written details of its delegated budget share, and any other relevant information which is available, to enable the Headteacher to prepare a detailed revenue budget for the financial year commencing 1 April.

3.2
By 31 March each year the Headteacher must prepare estimates of expenditure and income covering the next financial year for the consideration and approval of the Governing Body.

3.3 By the 1 May each year, or within one month of receiving written notification of its delegated budget share, the Governing Body must formally approve its delegated budget plan for the financial year commencing 1 April and must notify the details to the Education Finance and Information Team in the required format. Revised budget plans should also be submitted within one month of the start of the Autumn Term.

3.4 The format of the school’s budget plan should follow the LEA’s SIMS budget structure for schools, which is attached as Appendix A.

3.5
By 30 June the Co-ordinating Director for Lifelong Learning will notify every maintained school of its accumulated surplus or deficit at the previous 31 March.

3.6
When considering budget proposals for the forward financial year, the Governing Body must always take into account:

(a) Up-to-date information on the progress of spending against budget in the current year.

(b)
Agreed priorities, as set out in the School’s Development Plan and/or OFSTED Action Plan.

(c)
Known and estimated future commitments, whether arising from external factors or from action taken or authorised by the Governing Body.

(d)
The effect of projected changes in pupil numbers, or any other element of the allocation formula, on the establishment’s future delegated budget share.

(e) The full year impact of any specific proposals which have been or are due to be implemented after the start of the current financial year.

(f) Advice from the Education Finance and Information Team regarding pay awards, staff increments and general inflation, etc.

(g) Any information available at that time on funds other than delegated budget share, to be allocated to the school in the next financial year including School Standards Grant, devolved Standards Fund and other grants or external funding.

3.7
The above factors are also to be taken into account whenever the Governing Body is requested to consider any proposal which significantly affects the overall budget requirement in the current financial year and/or in future years.

3.8 Unless the school has an approved arrangement under section 4.9 of the Scheme of Delegation (Licensed Deficit),the final budgeted net spending total for the year approved under paragraph 3.4 above must not exceed the school’s delegated budget share plus any accumulated surplus or minus any accumulated deficit at the previous 31 March, and after taking account of the additional sources of funding referred to in sub-paragraph (g) of paragraph 3.6.

3.9
Governing Bodies should note that their annual budget plan should be accompanied by a written statement setting out the steps that will be taken during the course of the year to ensure that expenditure, particularly in respect of large service contracts, reflect the principles of Best Value.  Section 2.4 and Annex D of the Fair Funding Scheme of Delegation refer.

4.
BUDGETARY CONTROL
4.1 The Co-ordinating Director for Finance and Physical Resources will provide every school with information on a monthly basis relating to all of the school’s transactions which have been processed by central financial systems e.g. payroll, creditors, etc.

4.2
Each Headteacher is responsible for ensuring that monthly reconciliation between the school’s financial information system and the central financial system is carried out and completed by the last working day of the month following the month of account in accordance with procedures laid down by the Co-ordinating Director for Lifelong Learning in consultation with the Co-ordinating Director for Finance and Physical Resources.  Where a local bank account is in operation a monthly reconciliation between the school’s local financial information system and the latest bank statement is also required within the same timescale.

4.3
The Co-ordinating Director for Lifelong Learning will report as necessary to the Lifelong Learning Cabinet Team, on the state of the Individual Schools Budget, and on the outturn for each financial year as soon as is practicable.

4.4 The Headteacher must submit a written report to the Governing Body or its Finance Committee at least twice per year on the progress of the budget.  Copies of all reports for the current financial year and the two previous financial years must be available for inspection by the Co-ordinating Directors for Lifelong Learning and Finance and Physical Resources or their authorised representatives.

4.5
Where it appears to any authorised budget holder that the amount of expenditure against the budget headings which he/she controls may exceed the approved budget provision, they must inform the Headteacher.  Action must then be taken to reduce the expenditure or vire resources from elsewhere within the school’s budget to contain the projected overspend.

4.6
Where there are clear indications during the year that a schools’ delegated budget will be overspent at the end of the financial year by 5% or more of the delegated budget share, after allowing for any accumulated surplus or deficit brought forward, the Headteacher should immediately inform the Co-ordinating Director for Lifelong Learning.

5. VIREMENT

5.1 Virement i.e. the transfer of spending approval between the budget headings of a school’s delegated budget, may be exercised as long as the following conditions are satisfied:

(a) All virements must be recorded and be properly authorised in accordance with the delegation arrangement determined by the Governing Body (under no circumstances should a virement be actioned without the prior approval of the Headteacher).

(b) Details of all virements must be reported to the Governing Body or its Finance Committee at the next available opportunity.

(c) A record of virements covering the current financial year and the preceding two financial years should be retained.

Virements within the approved budget headings e.g. between capitation departments, are not subject to the above conditions unless they entail an increase in overall costs in a forward year.

5.2 Where a school receives budgetary provision, which relates to activities which are outside the Scheme of Delegation, virement of funds away from the specified purpose must be in accordance with the rules or requirements of the relevant funding agency or have the prior approval of the Co-ordinating Director for Lifelong Learning.

6. BANKING ARRANGEMENTS

6.1 The operation of local bank accounts by schools covered by this scheme will be in accordance with Section 3 of the approved scheme and a separate document entitled ‘Local Banking and Payment Arrangements’.

6.2 Prior notice must be given to the Co-ordinating Director for Finance and Physical Resources, if a school intends to open, vary or close a local bank account, except where the account is used exclusively to handle unofficial funds.

6.3 Except where an approved local bank account is in operation, every school will be entitled to operate a bank imprest account.  The imprest limit will be fixed by agreement  and will be reviewed periodically.

6.4 The Co-ordinating Directors for Lifelong Learning and Finance and Physical Resources may suspend a school’s local bank account or imprest facility, pending a report to the Lifelong Learning Cabinet Team, should there be evidence of any serious breach in the procedures and requirements laid down.

6.5 Cheque stationery must show the school’s name and may also include ‘Wolverhampton City Council’ or Wolverhampton CC in the title.  Supplies of all cheques must be kept in safe custody and control.

6.6 No income received on behalf of the Council may be paid into an imprest account but must be paid into a local bank account or the Council.  No personal cheques are to be encashed from either imprest accounts or local bank accounts 

6.7 Cheques raised locally to pay for goods or services must carry two authorised signatures.  The person preparing the cheque must not normally be one of the signatories but in exceptional circumstances, the Headteacher, and no one else, may do both.  Both authorised signatories should be employees of the Council and must always be approved by the Governing Body.  Specimen signatures must be supplied to the Education Finance and Information Team and any change of authorised signatory must be notified without delay.

6.8 Where payments are made through local bank accounts or imprest accounts, VAT receipts should be obtained and forwarded to the Education Finance and Information Team with claims for reimbursement.  These must be made monthly in the case of local bank accounts, and at least termly otherwise.

6.9 Under no circumstances are blank cheques to be signed in advance.

6.10 Except with the specific prior written approval of the Co-ordinating Director for Finance and Physical Resources, an overdraft must not be incurred on any official bank account.

6.11 The Co-ordinating Director for Finance and Physical Resources or his authorised representative must be allowed access to any records or information relating to school bank accounts at all times.

6.12 Under no circumstances are imprest accounts to be used to pay salaries, wages or expenses to any employee, whether permanent, temporary or casual, of the Council, or a Governing Body of a Voluntary or Foundation school.  This exclusion also applies to any payment e.g. expenses, which is liable to a deduction for income tax, National Insurance or construction industry tax.  If there is any doubt, the advice of the Education Finance and Information Team should be sought in advance.  Failure to comply strictly with these regulations may lead to financial penalties being imposed on the school.

6.13 A bank statement showing the balance at 31 March on any local bank account must be sent to the Education Finance and Information Team by 30 April each year.

6.14 A certified statement showing the balance at 31 March on any imprest account must be sent to the Education Finance and Information Team by 30 April each year.

6.15 On leaving the employment of the Council or otherwise ceasing to be entitled to hold an imprest account and/or local bank account, the Headteacher must produce a reconciliation statement to the Education Finance and Information Team of the final cash balance on each such account.

7. CARRY FORWARD OF SURPLUSES AND DEFICITS

7.1 At the end of each financial year any surplus or deficit on a school’s delegated budget at 31 March, after allowing for any accumulated surplus or deficit brought forward from previous years, will be carried forward to the following year.

7.2 A Governing Body may set aside from within its delegated budget for the year a specific sum for the purpose of meeting expenditure in a future year on minor improvements/alterations to buildings, the repair and maintenance of buildings, or the renewal, replacement or acquisition of equipment or furniture.  Subject to the Co-ordinating Director for Lifelong Learning being notified of this action, any such sums will be taken into account before applying paragraph 7.3 below.

7.3
The Headteacher should submit a written report during the Autumn Term to the Governing Body, or an authorised Sub-Committee, setting out the School’s balance (surplus or deficit) at the previous 31 March.  This report should include proposed measures to deal with any significant surplus or deficit.

7.4
Where, at the end of a financial year, a school has an accumulated surplus or deficit of more than 10% of its delegated budget share for that year, the Governing Body is required to inform the Co-ordinating Director for Lifelong Learning in writing of the reasons for the surplus or deficit and any action that is proposed as a result.

8. INTERNAL AUDIT

8.1 The Co-ordinating Director for Finance and Physical Resources will maintain an adequate and effective internal audit of all schools covered by these regulations.

8.2 The Co-ordinating Director for Finance and Physical Resources or an authorised representative shall:

(a) have access at all reasonable times, without necessarily giving prior notice, to any premises or land owned by the Council, (where premises or land are in the control of a contractor such access shall be in accordance with the contract);

(b) have access to all records, documents and correspondence relating to any activity of any school covered by these regulations;

(c) be empowered to require and receive such explanations as are necessary concerning any matter under examination;

(d) be empowered to require any member of staff to produce cash, stores or any other Council property under his or her control; and

(e) be empowered to obtain copies of records and/or remove prime documents for audit purposes.

8.3 Whenever any matter arises which involves, or is thought to involve, irregularities concerning cash, cheques, equipment, stores or other property of the Council or any suspected irregularity in the exercise of the functions of the authority, the Co-ordinating Director for Lifelong Learning must be notified without delay.  The Co-ordinating Director for Lifelong Learning will notify the Co-ordinating Director for Finance and Physical Resources and they will determine such steps as are considered necessary by way of investigation and report.  The Headteacher should take steps to ensure that the Governing Body is kept fully informed of the situation.

8.4 Where a school covered by these regulations is the subject of an internal audit report, the Headteacher concerned must submit a formal reponse to the Co-ordinating Director for Finance and Physical Resources with a copy to the Co-ordinating Director for Lifelong Learning within one month of receipt.  Details of the report and the response must be given to the Governing Body and a copy of the report will be sent to the Chair of Governors and Co-ordinating Director for Lifelong Learning.

9. SECURITY
9.1 Each Governing Body is responsible for ensuring that effective arrangements are being made relating to maintaining proper security arrangements at all times for all buildings, plant, vehicles, stocks, stores, furniture, equipment, cash, personnel and financial records etc under its control.

9.2 Maximum limits for cash holdings must not be exceeded without the permission of the Co-ordinating Director for Finance and Physical Resources.

9.3 Keys to safes and similar secure places of storage are to be carried on the person of those responsible at all times; the loss of such keys must be reported to the Co-ordinating Director for Finance and Physical Resources immediately.

9.4 The Governing Body should have regard to the guidelines set out in the Council’s Computer Security Statement and policies, in so far as it is relevant and practicable to do so.

10. INVENTORIES AND REGISTER OF BUSINESS INTERESTS
10.1 The Governing Body must ensure that an up-to-date and accurate record, in a form approved by the Co-ordinating Director for Finance and Physical Resources, is maintained of all items of moveable furniture, fittings and equipment, plant and machinery with a significant value which the LEA or school owns or in which either has a financial interest.  This inventory should include all items which are susceptible to theft or misappropriation, irrespective of their monetary value.

10.2 Appropriate items should be recorded in inventories immediately on receipt and wherever possible, they should be clearly and permanently marked as property of the school/council.  The Governing Body is to ensure that all inventories are examined against all equipment held at least once per year and the responsible officer should certify the fact on the inventory record .  All discrepancies must be reported to the Governing Body, which must ensure that unexplained discrepancies are investigated.  A record of all items written off should be maintained.

10.3 A register of business interests must be maintained for both governors and staff with significant financial responsibilities.  The register must be freely available for inspection by governors, staff and parents.  Completed registers should be retained by the School for audit purposes.

10.4 The register must be kept in a format prescribed by the Co-ordinating Director for Law and Resources.  The register must include all business interests such as directorships, share holdings and other appointments of influence within a business or other organisation which may have dealings with the School.  The disclosures should also include business interests of relatives and other individuals who may exert influence.  Schools must ensure the register is up to date and complete, includes all governors and relevant staff, and in this regard signed and dated. Nil returns are also required. 

11. DISPOSAL OF SURPLUS ASSETS
11.1 Surplus materials, stores, plant, vehicles and equipment should be disposed of by competitive tender or auction unless their current value is below £100, when reasonable steps should be taken to obtain the maximum sale price.  If other arrangements are employed for asset disposal, the Headteacher must ensure that value for money has been achieved and should retain documentary evidence to support this.

11.2 Disposals to staff must be under the same terms as to any other party.

11.3 A record is to be maintained of all disposals, including the proceeds of the sale, the date of the transaction, and the name and address of the purchaser.

12. INCOME
12.1 The Headteacher is responsible for the prompt collection and banking of all money due to the Council.  All reasonable steps must be taken to collect income at the time the service or facility is provided, and thereby to minimise the need for accounts to be raised.  For every sum received by the School, an official receipt,  voucher or register entry must be given .  Care must be taken to distinguish between Council income and unofficial income. Under no circumstances is income due the Council to be credited to an unofficial fund.

12.2 The Headteacher is responsible for ensuring that complete and accurate records are maintained of all income due and monies received.

12.3 Every transfer of official money from one member of staff to another must be evidenced by the signature of the receiving officer.  

12.4 Personal cheques shall not be encashed through the Council’s bank accounts or the school’s local bank accounts or the school’s petty cash imprest account. 

12.5 The Headteacher is responsible for ensuring that the correct VAT treatment is applied to all transactions.  Where a school does not use the Council’s income system for debt collection purposes, the Headteacher is also responsible for ensuring that full details of VAT collectable are notified to the Education Finance and Information Team, and that the appropriate sums are paid over to the Council at the required intervals, but in any event not less than monthly.

12.6 Subject to paragraph 12.7 below, debts due for a single debtor up to a total value of £1,000 in any one financial year may be written off, but only on the direct authority of the Governing Body.  Before referring a debt to the Governing Body for approval to write off, the Headteacher must consult with the Co-ordinating Director for Finance and Physical Resources to ensure that there are no other outstanding financial transactions involving the Council and the individual or organisation concerned.

12.7 At the end of each financial year a written report must be sent to the Education Finance and Information Team detailing the value of debts written off during the year.

12.8 The total amount of debt written off locally in a financial year must not exceed 1% of the Establishment’s delegated budget share for the year.

12.9 Any debts due from a single debtor to a total value of £1,000 or more in any one financial year may only be written off on the authority of the Lifelong Learning Cabinet Team.  If this situation is likely to arise, guidance should be sought from the Education Finance and Information Team.

12.10 Each school must maintain a record of all debts written off showing what attempted recovery action was taken and the justification for non-recovery.  The form of this record must be approved by the Co-ordinating Director for Lifelong Learning.

12.11 Secure and sound arrangements must exist for the ordering, receipt, custody and use of income stationery including accounts, receipts and tickets, or their computer produced equivalents.  All income stationery must be in a form approved by the Co-ordinating Director for Finance and Physical Resources.

12.12
All money received on behalf of the Council should be paid without delay to the Co-ordinating Director for Finance and Physical Resources or banked in an approved account.  No deduction may be made from any income received.  No cheques are to be cashed from Council monies.  Any crossed cheques sent to the Co-ordinating Director for Finance and Physical Resources or paid into the Council’s main bank account must be made payable to WCC or Wolverhampton City Council.  Imprest accounts must not be used to handle income other than official reimbursements. 

12.13 The Education Finance and Information Team should be notified in advance of new sources of income or proposed changes in procedures or systems of income collection.

12.14 The Governing Body should undertake an annual review of all charges which they control, taking account of the Council’s charging policy and the requirements of the Scheme of Delegation.

13. RISK MANAGEMENT AND INSURANCE
13.1 The Governing Body is responsible for effecting adequate insurance cover for the school in accordance with Section 10 of the Scheme of Delegation and the Council’s minimum insurance requirements as detailed in the “LMS Guide to Insurance Arrangements”. The Co-ordinating Director for Finance and Physical Resources must be notified of any changes in insurance cover and be provided with a full set of current insurance documentation.

13.2 Headteachers must notify the Co-ordinating Director for Finance and Physical Resources immediately of:

(a) all new or anticipated risks which may require to be insured;

(b) any anticipated alteration in risks which may affect existing insurances;

(c) any event or anticipated event which might give rise to a claim by or against the Council;

(d) any indemnity which may be requested of the Council; the Co-ordinating Director for Law and Resources must also be in these circumstances consulted.

13.3 Headteachers are to ensure that all reasonable action is taken to identify and minimise risks, using the guidance available in the Authority’s Health and Safety Manual.

13.4 Headteachers must ensure that all members of staff using their own motor vehicles on Council business comply with insurance requirements laid down by the Co-ordinating Director for Finance and Physical Resources, including the possession of a current valid driving licence and insurance certificate covering both the vehicle concerned and the purpose of the journey being undertaken.

14. ORDERS FOR WORK OR THE SUPPLY OF GOODS AND SERVICES

14.1 Every contract entered into by a school must be made or confirmed in writing.

14.2 Official orders should be issued for all work, goods or services except for emergency work, consumable supplies from public utility services, for periodical payments such as rent or rates, for petty cash purchases from imprest or local bank accounts or for such other transactions as the Co-ordinating Director for Finance and Physical Resources may approve.  Official orders for the supply of goods and services must be in a form approved by the Co-ordinating Director for Finance and Physical Resources are to be signed in manuscript only by the Headteacher or other named members of staff specifically authorised by the Governing Body.

14.3 Each order should indicate clearly the nature and quantity of the work or services required, any related contract or agreed prices, together with the date the order is placed, the initial of the originating officer, the signature of the authorising officer - the invoice address, the delivery address and contract completion date.  The office copy order should be annotated with the budget heading and code to which the expenditure is to be charged.



14.4 Official orders should not be issued unless there is provision for the expenditure in the approved budget.

14.5 Orders for the supply of goods or services should be placed so as to ensure the School is attaining value for money, taking into account the size of the order, the delivery time required, and the requisite quality or standard of service.

14.6 
Urgent orders may be given over the telephone, or by facsimile or other communication method as appropriate, provided they are confirmed by an official order as soon as possible.  Where orders are faxed, the original order form should be annotated so that it is no longer usable.  In addition, the transmission slip should be attached.

14.7
Copy orders should be retained for three years from the date the order is placed.

14.8 Blank order forms should be stored securely when not in use.

14.9
Subject to paragraph 2.10 of the Fair Funding Scheme of Delegation all members of staff authorised to issue official orders must comply, where appropriate with the Council’s Contracts Procedure Rules.  

14.10
Orders may not be raised on behalf of or for the benefit of private individuals, including members of staff, or organisations which are not part of the Council.

14.11
Any payment from a school’s delegated budget to a self employed person who is engaged specifically to provide a e.g. tuition, instruction, demonstration, performance, within the school must be made via the payroll system not via a locally produced cheque or the central creditors system.

14.12
Where an order placed by an establishment subject to these regulations gives rise to a contractual claim against the Council, the Co-ordinating Director for Finance and Physical Resources is empowered to discharge the claim by imposing a charge against the delegated budget of the school concerned, after consultation with the Co-ordinating Director for Lifelong Learning and the Co-ordinating Director for Law and Resources.  In the event of any dispute with a contractor, the Headteacher concerned must inform the Co-ordinating Director for Law and Resources immediately, so that proceedings can be defended as appropriate.

15. EXAMINATION AND CERTIFICATION OF ACCOUNTS FOR PAYMENT

15.1
All invoices and payment vouchers paid by the school or passed to the Co-ordinating Director for Lifelong Learning for payment must be examined, verified and certified by an authorised officer.  Such certification must, unless otherwise agreed by the Co-ordinating Director for Finance and Physical Resources, be in manuscript by or on behalf of the Headteacher.  The names of officers authorised to certify invoices are to be approved by the Governing Body.  Except where a school is operating a local bank account, specimen signatures of all authorised officers must be supplied to the Education Finance and Information Team and any changes should be notified without delay.

15.2
The certifying officer must satisfy him/herself that:

(a) the work, goods or services to which the account relates have been satisfactorily carried out or received;

(b) the prices, discounts, other allowances, credits, tax and invoice totals are fair and correct;

(c) the relevant expenditure has been properly incurred, was necessary and represents value for money;

(d) the budget against which the payment is to be charged is valid and contains the necessary funds;

(e) the account has been verified, where appropriate, against the original order;

(f) the account has not previously been passed for payment and is a proper liability of the Council.

(g) Appropriate entries have been made in inventories as required.

15.3
The certifying officer must be different from the person who orders the goods or services.  If a situation arises where this division of duties cannot be achieved, the certifying officer must be the Headteacher.  This should only occur in exceptional circumstances.

15.4
Except where accounts are settled via imprest, or by an approved local cheque book account, duly certified accounts must be passed without delay to the Co-ordinating Director for Lifelong Learning.

15.5 Where accounts are settled locally using an approved local bank account, the invoices concerned must be retained on the premises for a period of not less than seven years.

16. UNOFFICIAL FUNDS

16.1 Unofficial funds must be administered and controlled separately from official monies.  In particular, income due to Wolverhampton City Council must not under any circumstances be paid into an unofficial fund.  Proper accounts must be kept of receipts and payments relating to unofficial funds.  The Co-ordinating Director for Finance and Physical Resources or his authorised representatives may, subject to reasonable notice, inspect any records and documents relating to such funds.

16.2 Every unofficial fund is to be audited at least once per year by an independent person nominated by the Governing Body.  The auditor should not be a member of staff nor a member of the Governing Body.  An annual audit certificate must be produced and signed by the auditor and retained by the School for at least several years.

16.3 All cash and cheques received for an unofficial fund should as soon as possible be paid into the fund’s bank or Girobank account.

16.4 It is a legal requirement for the Governing Body to ensure compliance with the requirements of the Charity Commission in relation to the registration and accounting procedures.  In particular, all school funds must apply for registration where annual income or expenditure is in excess of £1,000.

The Charity Commission consider all school funds on an individual basis and should be contacted directly for further information.

17. SALARIES, WAGES, EXPENSES AND PENSIONS
17.1 The payment of all salaries, wages pensions, compensation and other emoluments (including expenses) to any employee or former employee of

the Council or a Governing Body of a Voluntary Aided or Foundation school must be made in accordance with arrangements approved by the Co-ordinating Director for Finance and Physical Resources, with such approval not to be unreasonably withheld.

17.2
Except in voluntary aided or foundation schools which are not using the Authority’s, payroll system, every Headteacher must notify the Co-ordinating Director for Finance and Physical Resources as soon as possible and in the form prescribed by him of all matters affecting the payment of staff emoluments and in particular:

(a) appointments, resignations, dismissals, suspensions, secondments and transfers;

(b) information necessary to maintain records of service for pensions, income tax, national insurance and other relevant matters;

(c) absences from duty for sickness or other reason, apart from approved leave;

(d) changes in remuneration, other than normal increments and pay awards and agreements of general application. 

17.3
Except in voluntary aided or foundation schools, which are not using the Authority’s payroll system, all time records or other pay documents must be in a form prescribed or approved by the Co-ordinating Director for Finance and Physical Resources and are to be certified by or on behalf of the Headteacher.  The names of officers authorised to sign such records must be approved by the Governing Body.  Specimen signatures of all authorised officers are to be supplied to Co-ordinating Directors for Finance and Physical Resources and Lifelong Learning and any changes should be notified without delay.

17.4 All schools covered by this scheme must provide monthly and annual returns as required and any information necessary to maintain records of service for superannuation, income tax, national insurance purposes and such additional information as the Co-ordinating Director for Finance and Physical Resources may reasonably request, in order to secure compliance with the requirements of the Teachers' Pensions agency, the West Midlands Pension Fund, the Inland Revenue and HM Customs and Excise.

17.5
Where schools do not use the Authority’s payroll system, each school must ensure that payments for superannuation, income tax, national insurance, etc. are made by the statutory payment date.  Generally, this requires such schools to make payments directly to the relevant agency apart from contributions to the Teachers’ Superannuation Scheme, which should be made to the Council for onward transmission to the DfES on the due date.

17.6
Where schools use the Authority’s payroll system, all claims for payment of car allowances, subsistence allowances, travelling and incidental expenses shall be submitted to the Co-ordinating Director for Finance and Physical Resources, duly certified in a form approved by the Co-ordinating Director for Finance and Physical Resources, made up to a specified day of each month, within seven days thereof.  The names of officers authorised to sign such records shall be sent to the Co-ordinating Director for Finance and Physical Resources by the Head, together with specimen signatures and shall be amended on the occasion of any change.   All claims will be paid at rates authorised by the Governing Body or in accordance with any directions given by the Secretary of State.

17.7
The certification of a claim by or on behalf of the Head shall be taken to mean that the certifying officer is satisfied that the claim is properly calculated, the journeys were authorised, the expenses properly and necessarily incurred and that the allowances are properly payable by the Council.

17.8    No employee of the Council is to certify expenditure from which he/she 

might personally benefit. 

18.      CAPITAL EXPENDITURE, INVESTMENT AND BORROWING
18.1
Capital expenditure comprises spending on:

(a) the acquisition, reclamation, enhancement or laying out of land;

(b) the acquisition, construction, preparation, enhancement or replacement of buildings and other structures;

(c) the acquisition, installation or replacement of moveable or immovable plant, machinery, equipment and vehicles;

(d) the making of advances, grants or other financial assistance to any person towards expenditure incurred or to be incurred by him/her on the matter mentioned in paragraphs (a) to (c) above or on the acquisition of investments.

(e)
The acquisition of share capital or loan capital.

18.2 Governing Bodies are authorised to use their budget shares to meet the cost of capital expenditure on the school premises.  This includes expenditure by the governing body of a voluntary aided school on work, which is their responsibility under paragraph 3 of Schedule 3 of the Act.   The LEA should be notified of any such expenditure.  If the expected capital expenditure from the budget share in any one year will exceed £50,000, the governing body must take into account any advice from the Co-ordinating Director for Lifelong Learning as to the merits of the proposed expenditure.  If the premises are owned by the LEA then the governing body must seek the prior consent of the LEA to the proposed works, irrespective of the amount if expenditure is to be incurred.  

18.3 Governing Bodies of maintained schools may borrow money only with the

written permission of the Secretary of State.  This does not apply to Trustees and Foundations, whose borrowing, as private bodies, makes no impact on Government accounts.  These debts may not be serviced directly from schools delegated budgets, but schools are free to agree a charge for a service which the Trustees or Foundation are able to provide as a consequence of their own borrowing.  Governing bodies do not act as agents of the LEA when repaying loans.  This provision does not apply to loan schemes run by the Authority under Section 4.9 of the approved scheme document.

18.4 Investments must only be made in accordance with statutory regulations.  This means in practice that investment of school monies for periods greater than 12 months count as capital expenditure.  Prior written consent to investment of school monies for a period greater than 12 months must be obtained from the Co-ordinating Director for Finance and Physical Resources.  In addition, investments should be made only in accordance with the prior approval of the Governing Body.  

18.5 All investments should be recorded in sufficient detail to identify the investment and to enable the current market value to be calculated.  The information required will normally be the date of purchase, the cost and a description of the investment.  The Head should immediately notify the governing body of any changes to the original investment approval granted; and then report to confirm the receipt of all investment income and the subsequent expiry of each investment.

19. LEASES AND HIRE PURCHASE
19.1 The Council adopts the definition of leases, in accordance with current accounting practice.  This defines two main categories of leases – finance leases (including hire purchase) and operating leases. Schools should seek the prior written opinion of the Co-ordinating Director for Finance and Physical Resources before entering into any lease agreement.  This must be done irrespective of any advice given by the leasing company on the nature of the lease.

19.2 Under present statutory requirements, operating leases do not count towards the Council’s capital borrowing limit, whereas finance leases (including hire purchase) do because they are substantially the same as borrowing.  Accordingly, the Council does not use finance leases (including hire purchase). This same restriction applies to schools operating under the Scheme of Delegation.

19.3 The Co-ordinating Director for Finance and Physical Resources will not normally withhold consent to a school to enter into an operating lease, but will seek to ensure that the best possible terms have been obtained by the school. Approval will not be given to a school seeking to enter into a finance lease (including hire purchase).

20.     DATA PROTECTION
20.1
Headteachers are responsible for controlling access to all computer data    

within their own establishments in accordance with the advice and    guidance issued by the Authority in the Data Protection Guidelines and Codes of Practice.  There is a specific requirement for every school to be registered with Data Protection Registrar.

21.     ATTENDANCE OF OFFICERS AT MEETINGS
21.1    The Co-ordinating Director for Finance and Physical Resources, or his 
authorised representative, has the right to attend any meeting of a 
Governing Body subject to these regulations, and to speak on financial 
issues.

22.     WITHDRAWAL OF DELEGATED POWERS
22.1
Where it appears to the Co-ordinating Director for Lifelong Learning that a Governing Body subject to these regulations:

(i) has failed to respond to advice or warnings given by the Authority or has failed to take remedial action recommended by the Authority, or

(ii) has been guilty of a substantial or persistent failure to comply with requirements applicable under this scheme, or

(iii) is not managing its delegated budget in a satisfactory manner.

The Co-ordinating Director for Lifelong Learning may suspend the Governing Body’s right to a delegated budget in accordance with Section 1.1 of the Scheme of Delegation and Schedule 15 of the SSAFA.  Any action by the Co-ordinating Director for Lifelong Learning under this section must be reported to the Lifelong Learning Cabinet Team.

23.
VARIATION OF FINANCIAL REGULATIONS

23.1
The Co-ordinating Director for Lifelong Learning may at any time revise or alter these Regulations, after consultation with the Co-ordinating Director for Finance and Physical Resources, but will give schools at least 28 days notice of any change.

APPENDIX A

Employees








Teaching








Clerical







Caretaking








Support








Lunchtime Assistants


Supply


Indirect Expenses

Premises Related Costs


R & M Buildings


R & M Grounds


Water


Fixtures & Fittings


Premises Insurance


Rents


Rates


Energy

Cleaning

Cleaning Supplies

Transport

Car Allowances

Hire

Public Transport

Direct Transport

Supplies & Services

Communications

Expenses

Miscellaneous

Laundry

Provisions

Long Term Supply

Services

Pupil Support

School Visits

Catering Contract

Capitation

Service Level Agreements

Income


Fees and Charges


Sales


Interest
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