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ALDERSLEY HIGH SCHOOL

A Foundation School of Excellence

FINANCIAL PROCEDURES POLICY

The objectives of this policy are to set guidelines for the establishment of sound and effective financial procedures.  By complying with the current financial regulations and adopting good working practices such as:

- establishing proper financial management arrangements and accounting procedures, in line with the Local Authority (LA) and the Department for Children, Schools and Families (DCSF) recommendations,

- maintaining a reliable system of internal controls, 

- ensuring that resources are properly allocated and that the principle of best value is adopted,

- outlining the areas of responsibility within the school,

- ensuring that the requirements of accountability are fulfilled,

the school aims to operate in transparent, ethical and accountable ways in which to promote effective management.

1. Responsibilities

The Governing Body is responsible for ensuring that the school’s finance is managed effectively and for approving and monitoring the budget.  The Governing Body’s delegated authority is detailed in the terms of reference for the Finance & General Purposes Committee (F&GPC).  

The Head Teacher has overall responsibility for the school’s activities and is therefore considered to be the person with overall responsibility to the Governing Body for the financial management of the school.

The Head Teacher will ensure that:

- the Governing Body is provided with financial advice,

- proper and adequate financial systems and controls are in place,

- accounts are prepared and maintained as required by the Governing Body, the LA and DCSF.

The Head Teacher delegates the day to day financial management to the Finance Manager while retaining ultimate responsibility.

2. Budget planning and monitoring
By identifying and allocating financial resources, the school prioritises its targets and objectives and facilitates the achievement of its educational aims, as identified in the School Development Plan (SDP).

A three year draft budget plan is constructed by the Head Teacher, Deputy Head Teacher, Finance Manager and the Property & Contracts Manager.  The School will endeavour to balance the budget.  The draft budget plan is presented to the F&GPC for approval.  When a budget plan is approved it will be presented to the Governing Body for adoption.  When adopted, the LA will receive the same plan, in the prescribed format and within the time limit set by the LA.

The Finance Manager produces monthly income and expenditure statements for the F&GPC and attending school staff, as a means to monitor financial performance throughout the year.  Working figures are included in the accounts.
3. Purchasing

Staff are instructed to adhere to the principles of best value and quotations/tender procedures when procuring goods or services.  Current quotation/tender levels are listed on the School’s internal requisition order form.  The Wolverhampton City Council’s Standing Orders document is available from the Finance Office and on the School’s website.
Staff are instructed to adhere to the School’s Financial Procedures which are available from the Finance Office and on the School’s website.

Segregation of duties is used whenever possible as an assurance that any fraudulent activity could not occur.

Where feasible, all orders must be made on an official school order signed by the Head Teacher.  Only the Head Teacher has the authority to commit the School to any expenditure.  Orders must not be placed by any other means, eg telephone, fax, email.  Any orders placed by unofficial means will be deemed to be a private matter between the supplier and the originator of the unofficial order.  The School will request the return of the goods and/or refuse to pay for goods or services.  Staff should remember that this clause applies to SERVICES too, eg, hire of a minibus, hire of equipment etc.  The purchasing process is detailed below, points 3.1 - 3.8.
3.1.  Requisition order forms - any member of staff can complete a requisition order form but it must be signed by the budget holder.  The requisition order form is an internal document used to generate an official school order.  It is not itself, an official school order, and must not be forwarded to suppliers of goods or services as such.  Only completed, as directed, internal requisition order forms will be processed.  Incomplete forms will be returned to the originator noted accordingly.  Where there are insufficient funds in the nominated cost centre to cover the order, the form will be returned to the originator noted accordingly.
3.2.  Official school order - Finance Staff produce official school orders, when point 1 above is completed satisfactorily.  Official school orders are authorised by the Head Teacher and forwarded to the supplier.  If the Head Teacher has any concerns regarding the official school order, it will not be signed and will be returned to the originator noted accordingly.  Budget holders will receive a copies of the official school orders for their records when they have been forwarded to the supplier.
3.3.  Deliveries - deliveries are recorded by Finance Staff.  Intended recipients are notified of the delivery and are requested to check goods delivered against a copy of the delivery note.  The original delivery note, retained by Finance Office staff, must be signed by the individual who checked the delivery.  Returns are organised by Finance Staff.

3.4.  Invoices - invoices are processed by Finance Staff.  Invoices for which a signed delivery note is available are authorised by Finance Staff.  Invoices for which there is not a signed delivery note will be forwarded to the budget holder for authorisation.  Individuals receiving invoices for authorisation are instructed to sign and return them to the Finance Office as soon as possible.  Staff are requested to afford this process due consideration to ensure prompt payment to suppliers to avoid withdrawal of supply of goods and/or services and legal action.
3.5.  Payments - payments to suppliers are generated by authorised invoices only.  Cheques are printed by Finance Staff and are presented to the bank account signatories with the authorised invoices attached.  Cheques are signed by two of the following authorised signatories; the Head Teacher, the Deputy Head Teacher and the Finance Manager.  There are provisos in place which restrict signature by the Finance Manager.  Paid invoices are noted accordingly.
3.6.  E-purchasing on internet auction sites is not permitted as this is considered unethical as the legitimacy of the goods cannot be confirmed.  There is also the potential for a lack of after sales care, eg refunds or returns.
3.7.  It is recognised that staff purchase appropriately for the delivery and enrichment of the National Curriculum and to provide necessary services.  While staff are instructed to follow the purchasing process, there may be instances where specialist goods or services are not readily available from regular suppliers.  These instances are expected to be rare but if and when they do occur, staff are instructed to:

- check the availability of sufficient funds in the nominated cost centre.
- present their case to, and seek approval from the Head Teacher prior to initiating any such purchase.
Staff are advised that in these instances they will have to pay for goods and services themselves and request a reimbursement afterwards.  Staff are requested to present a VAT receipt for such purchases.  Staff will be reimbursed by cheque for purchases exceeding £20.00.  Also see 4. Petty cash below.

3.8.  Staff purchasing goods themselves, prior to requesting reimbursement from school funds are instructed to:

- check the availability of sufficient funds in the nominated cost centre.
- present their case to, and seek approval from the Head Teacher prior to initiating any such purchase.

Staff are advised that in these instances they will have to pay for goods and services themselves and request a reimbursement afterwards.  Staff are requested to present a VAT receipt for such purchases.  Staff will be reimbursed by cheque for purchases exceeding £20.00.  Also see 4. Petty cash below.

Budget holders are responsible for the management of their budget account within the limit of their allocation, in relation to the SDP and with due regard to the contents of this document.  Budget holders receive periodical print outs of their cost centre transactions for checking.

A register of business interest for all Governors, Head Teacher, Deputy Head Teacher, other Senior Leadership Team staff, the Property & Contracts Manager and Finance Staff will be up-dated annually and as appropriate for new appointments.

4. Petty cash
The Finance Assistant operates the petty cash imprest account which is set at £200.  All expenditure should be supported by a VAT receipt and expenditure must be authorised beforehand.  Staff will be reimbursed from petty cash for items totalling £20 or less.  The Finance Manager will do a periodical audit of the petty cash imprest system.  Regular reports are supplied to the F&GPC.
5. Cash/cheque handling
Cash handling should be kept to a minimum and whenever possible and practical transactions should be made by cheques.  All cash and cheques should be kept in a safe and secure place.  Cash and cheques are collected by Security Plus on Fridays during the school terms.  Staff should forward cash and cheques to the Finance Manager by Thursday afternoon for banking on Friday.  Staff collecting cash/cheques for any activity are expected to maintain proper records so as to support an audit if necessary.  Staff depositing cash/cheques for banking are instructed to complete a simple form, with Finance Staff, which will be self receipting.
6.  Educational visits
Educational visits are expected to be self financing unless previously agreed by the Head Teacher.  The Finance Manager must be advised of any planned visits to assist with the financial organisation and possible additional insurance costs.  Staff organising visits are instructed to maintain proper records so as to support an audit if necessary.  The Finance Manager will advise, assist and support.  Staff should refer to the School’s Charging Policy for guidelines.
7. Reconciliation of accounts and financial reporting
The school needs to continually monitor its financial progress and report on it to Governors, the LA and the DCFS.  The format of reports and returns and their submission deadlines are usually defined by the LA or the DCFS.

Income and expenditure statement - this is produced monthly by the Finance Manager and presented to the F&GPC and attending school staff.  Documentation supporting the figures presented are included.
Bank reconciliation statement - this is produced monthly by the Finance Manager and presented to the F&GPC and attending school staff.  The Chair of the F&GPC is issued with all supporting documents.

Petty cash statement - this is produced periodically by the Finance Assistant when the imprest system is reimbursed and presented to the F&GPC and attending school staff.

LA reconciliation tabulations - input of central payments/credits is undertaken by the Finance Manager on receipt of the tabulations.  Payments/credits are checked and queried if necessary.

Local cheque return - the Finance Manager produces periodical returns to the LA, which are signed by the Head Teacher.

8. VAT

The school can claim reimbursement, via the LA, for the net VAT incurred and paid over to suppliers.  VAT reimbursements are input by the Finance Manager.

9. Lettings

The school has a Community Policy which identifies school facilities available to the public.  User groups complete a letting contract which establishes the condition of let.  The F&GPC approve lettings charges annually.

The Finance Assistant produces invoices to the user groups a month in arrears.  The majority of user groups pay by posting cheques addressed to the finance office which are banked each school week.  The Finance Manager maintains a debtors’ database.  Late payers receive reminders.

10. Private fund

The school fund bank account was closed in March 2007.

11. Inventory
The Finance Manager updates the inventory for all departments on receipt of invoices for items of appropriate status and value.  Inventories are checked annually by departments and amendments made as appropriate.

12. Salary and car mileage claims 
All salary and car mileage claims are signed by the Head Teacher.  The Finance Manager checks claims for completeness and forwards them to Payroll Services in the Civic Centre.  Paid claims are verified by the Finance Manager.

13. Premises staff salary claims

The Finance Manager calculates Caretakers’ lettings claims and checks Cleaners’ additional hours claims.  Letters requesting payment of these amounts are signed by the Head Teacher.  Paid claims are verified by the Finance Manager. 

14. Reprographics
In order for expenditure to be accurately recorded, staff are instructed to:

- use correct PIN codes when undertaking self-service photocopying (eg, admin PIN for admin   photocopying, curricular PIN for curricular photocopying),

- record the removal of any stocks,

- use the services of the Reprographics Technician whenever possible.

In order for the service to be cost effective, staff are requested to use the services of the Reprographics Technician whenever possible.

Curricular budget holders must vire sufficient funds to cover photocopying costs.

15. General
If staff have any queries regarding the contents of this document, they should contact the Finance Manager.

The procedures in this document will be reviewed annually and updated as and when necessary.

This document is available on the School’s website.  All staff will be notified of its existence and location.  All staff are instructed to note its contents appropriate and applicable to them.  Adherence to these procedures is expected from all staff.
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