
Finance Manual 1 October 2016 

 

 

 

Goffs-Churchgate Academy 
 

 
FINANCE MANUAL 

 
 
Responsible Governing Body:   Governing Body 
Reviewed Annually 
 
Ratified by Governors:   October 2014 
Reviewed & Ratified:   October 2016 
Review date:     October 2017 
 
 
 
__________________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
Safeguarding Protection of student identification through financial handling  

Health & Safety Not applicable 

Financial  Essential. Foundation School Status. 

Equalities Supports low income families to support their child’s education 

Legal Non-statutory but required reference document for auditors 

 



Finance Manual 2 October 2016 

 

INTRODUCTION 
 

This Manual, in conjunction with Hertfordshire County Council’s Financial Handbook for Schools, sets out 
the financial responsibilities of the Governors, Principal and staff of the School; and the procedures to be 
followed. 
 

The County Council’s Financial Handbook provides the basis for the proper running of the School’s 
finances.  This Manual lays down additional requirements, consonant with the County Council’s Handbook, 
and agreed specifically by the Governors of the School. 
 
 

1 BASIC RESPONSIBILITES 
 
1.1 Role of the Governing Body 
 
The Governing Body is responsible for ensuring that any grant from the DfE or HCC is used only in 
accordance with the guidelines quoted by them and must take steps to ensure that the financial 
management and organisation of the Governing Body are such as to enable it to fulfil its obligations. 
 
The Governing Body recognises that it would be impractical to undertake all the day-to-day activities itself 
in discharging its responsibilities and it is necessary to delegate some of its functions through the Principal. 
 
The delegated powers and duties referred to in this Manual apply to the Principal unless otherwise 
indicated. 
 
The Principal may also delegate provided the terms of further delegation are clearly made and 
documented. 
 
The Governing Body will keep under review its financial management arrangements and make 
amendments as necessary.   
 
This Finance Manual will be reviewed annually. The procedures should always comply with the Department 
for Education and HCC requirements as laid out in the Financial Handbook for Schools. 
 
 
 
 
 
 
 
 
Governing Body Terms of Reference – related to Finance 
 
The Governing Body will meet termly to discuss the budgets, variances and other matters, coincidental 
with the termly budget review and end of year income and expenditure return to HCC. 
 
It will keep minutes of each meeting and circulate copies to all members of the Governing Body.   
 

Terms of Reference 
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(a) To monitor the financial administration of the School and ensure compliance with the financial 
instructions issued by HCC and the DfE regarding Foundation Schools. 

 
(b) To approve the annual budget for expenditure in the forthcoming financial year. 

 
(c) To keep under review the School’s actual financial performance compared with the budgeted 

performance and to take remedial action as necessary.  Such action must be reported to the 
Governing Body.   

 
(d) To monitor all spending in the School.  Such monitoring will require full liaison with the 

appropriate personnel. 
 

(e) To keep under review all procedures within the School with respect to finance. 
 

(f) To make decisions on expenditure within the delegated powers given to it. 
 

(g) To monitor decisions regarding virements within agreed budgets, within the delegated powers 
given to it. 

 
(h) To approve/consider the appropriateness of virement requests outside the delegated powers 

given to it. (see section 16) 
 

(i) To consider all aspects of insurance annually. 
 

(j) To monitor and keep under review the needs and requirements of the School before any 
competitive quotations are accepted for catering, cleaning, grounds maintenance, buildings 
maintenance and improvements. 

 
(k) To act as the Governing Body for consideration of all tenders over £10,000. 

 
(l) To consider and set a charging structure for all non-school use of the buildings and grounds. 

 
(m) To approve charges for the letting of the School premises including the grounds. 

 
(n) To monitor the ways in which non grant funds (school private funds) are administered and 

spent. 
 

(o) To establish working groups as appropriate to assist and support the School in the achievement 
of its aims and objectives. 

 
(p) To determine which of the above powers and tasks should be delegated to the Principal and 

School Business Manager. 
 

 
Controls Over Expenditure 

 
The Governing Body will approve the annual budget and any substantial changes to that budget in 
accordance with these financial regulations.  The budget holders are able to authorise expenditure for 
goods and services up to their delegated limits (for individual items).  Expenditure over this amount must 
be referred to the Governing Body for authorisation. 
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Governing Body Quorum 

 
The Governing Body will be quorate if a minimum half of the voting members are in attendance. 
 
 
 
 
1.3 Individual Financial Responsibilities 
 
1.3.1. Key personnel involved in day to day financial transactions: 
 

Departmental Staff     Raise orders 
Faculty Heads of Departments (Budget Holders) Authorise orders 
Finance Assistant     Process orders 
Finance Manager     Monitor process 
       Process expenditure 
School Business Manager       Monitor overall processes 
Departmental Staff     Approve goods receipt 
Faculty Heads of Departments (Budget Holders) Authorise invoices 
Finance Manager     Raise cheques 
Principal (and other signatories)   Authorise cheques 
 
 
 
 
 

1.3.2. Financial Responsibilities 
 

(a) This Finance Manual sets out the delegation of those responsibilities and incorporates, where 
applicable, the detailed procedures to be employed in ensuring a sound system of financial 
control in its place. 

 
(b) The Governing Body, however, remains ultimately responsible for the financial integrity of the 

School, including any updates or changes to these procedures. 
 

(c) The procedures contained in the Manual are mandatory.  Any variations to these procedures 
are to be notified to the Principal as soon as they become apparent.  If it becomes apparent 
that the School may be facing financial difficulties, HCC is to be notified immediately by the 
Governing Body of the scale and circumstances and of the remedial action being taken by the 
School. 

 
(d) Written directions to the Principal and School Business Manager have been issued as attached 

(Annexes A and B). 
 
 
1.4. Register of Business Interests 
 
Governors have a duty at all times to act, and to be seen to act, impartially in relation to financial matters 
in the conduct of the School. 
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The Governing Body should establish and maintain a Register of Business Interests for the Governors, Head 
teacher and staff that should be open to inspection by governors, staff, parents, auditors and Ofsted 
inspectors.  Governors and the Principal should sign a declaration to disclose any interests, or to state that 
they have none.  Other staff should be made aware of the existence of the register and their obligation to 
disclose any interests that could be seen to conflict with their role in the School. 
 
The register will be maintained by the Clerk to the Governors and will be held on the School site, as it 
forms part of the School records.  It must be held securely. 
 
1.5. Annexes: 
 
A Letter of direction to the Principal 
B Letter of direction to the School Business Manager 
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Annex A 

 
Letter of Direction to the Principal 
 
 
Dear 
 
Your attention is directed to the specific responsibilities detailed within the HCC financial regulations and 
in the Responsible Officer’s letter of appointment. 
 
The Governing Body directs you to: 
 

 Ensure compliance with the HCC financial requirements.  To this end you are to provide the 
Responsible Officer and me with full and free access to such financial or other information that we 
may require in order to reassure ourselves that this is being achieved.  You are also to ensure that 
the School Business Manager is aware of this direction. 

 

 Ensure that all HCC reporting requirements are submitted in the prescribed format and at the time 
required.  Reports should be made, if required, at least monthly to budget holding members of staff 
and on request to the Chair of Governors, the Responsible Officer and you. 

 

 Ensure that administrative and financial staff clearly understand their role and the limits of their 
responsibilities. 

 
Yours sincerely 
 
 
 
 
Chair of Governors 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Annex B 
 
Letter of Direction to the School Business Manager 
 
Dear 
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I enclose copies of the letter sent to the Principal, setting out their responsibilities in respect of the 
financial affairs of the School. You are responsible for assisting the Governing Body to meet its 
requirements under the HCC and DfE directives. 
 
You are responsible to the Principal for administration of the financial arrangements of the School; specific 
responsibilities are set out within this document. 
 
The Governing Body directs you to:- 
 

 Provide the Principal with such assistance as necessary for the satisfactory completion of their 
financial duties, including access to all financial records. 

 

 Commitment reports must be made at least monthly to budget holding members of staff and on 
request to the Chair of Governors and the Principal. Approved Budget returns are to be submitted 
to School Funding Dept at HCC in the CFR format on the dates specified by them and a full set of 
accounts at the close of each financial year. 

 

 Ensure observance by the financial staff of all sections of this manual and the Financial Handbook 
for Schools. 
 

Your specific responsibilities are to:- 
 

 Advise the Governing Body on the discharge of its responsibilities under the HCC requirements; 

 Advise on the efficient, economical and effective management of the Governing Body, resources 
and expenditure, including funds, capital assets and equipment and staff; 

 Advise on the introduction and maintenance of sound internal financial controls; 

 Seek to ensure that financial considerations are taken fully into account in reaching decisions and in 
the execution; and 

 Advise on procedures on bank accounts and cash holdings in line with HCC requirements. 
 
 
 
 
In satisfying the above responsibilities, you should review the work of the Finance Department and the 
financial systems in use on a regular basis.  This should include spot checks on: 
 

 Bank reconciliations on all School accounts: 

 Salary records:  check levels of gross pay to authorised documents/contracts; agree any overtime 
payments to supporting documentation appropriately authorised; and the inventory. 

 Music fees, trip income and lettings. 
 
Further duties include: 
 

 Seeking internal (independent) and external advice where necessary in areas where you do not 
have the relevant background; 

 Keeping up to date on HCC requirements and any changes in the statutory reporting; 

 Reporting immediately to the Governing Body on any areas of concern; 

 Sample checking kitchen finance; 

 Checking payroll procedures; 
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 Checking census returns. 

 Checking other financial matters that may from time to time arise. 
 
 
Yours sincerely 
 
 
 
 
Chair of Governors 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2 FINANCIAL PLANNING AND MONITORING 
 
2.1 Academic/Financial Plans 
 
The school prepares a School Improvement Plan.  This is reviewed annually and a copy available on the 
school web site. A general strategic plan is to be found within this document.  It includes details of 
projected expenditure on buildings (looking at both capital and repairs and renewals), long term contracts 
and commitments and staff development and training.  The Governors must bear in mind long term 
staffing costs, particularly if restructuring is being considered.  
 
The school also has a Premises Plan which is updated on a regular basis. It is brought to each Governor 
Finance meeting and discussed in light of fund availability. 
 
2.2. Budgets 
 
2.2.1. School expenditure must be appropriate, controlled and prioritised against all available resources.  

The budgetary process consists of four phases: 
 

- planning 
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- budgeting 
- monitoring 
- review 

 
2.2.2 Budget Management:  In order to distribute the budget effectively and efficiently, the budget has 

been separated into the following categories.  These are: 
 

- staff costs 
- educationally driven costs 
- premises, central services and other costs (premises, administration, contracts and other 

items not controlled above) 
 
2.2.3 Budget Holders have been appointed to each category; their responsibilities are detailed in the 

attached annexe.  Their roles are to determine appropriate levels of expenditure for each category 
and agree, together with the School Business Manager and the Principal, a provisional annual 
budget.  The provisional budget will be presented for authorisation by the Governing Body.  It then 
becomes the authorised budget for the following financial year. 

 
 
2.2.4 These operating budgets should be prepared within the context of the SIP. 
 
2.2.5 A clear, documented, statement of the accounting bases and assumptions must be maintained by 

the School Business Manager to support budget preparation and financial reporting.  These should 
be in line with general policies of HCC. 

 
2.2.6 If a Budget Holder wishes to exceed the budget allocation, the Principal’s permission must be 

sought. 
 
2.2.7 Where actual expenditure exceeds an individual budget this will be reported to the Governing Body 

as part of the ongoing budget review process. 
 
2.2.8 Review: Budgetary review must be a continuous process and all corrective action documented.  

Variances on expenditure are to be presented to the Governing Body on a regular basis on the 
Analysis of Expenditure and approval obtained for necessary action.  The minutes of the Governing 
Body meetings will record these amendments. 

 
2.2.9 Financial Responsibility:  The Governing Body will meet at least once a term to consider the 

approved budget return and to review the analysis of expenditure and income.  Each budget holder 
is to receive income and expenditure accounts each month, which should be reviewed with the 
School Business Manager, should there be any problems. 

 
2.2.10 All financial returns are to be submitted to HCC as required by them.  The End of Year returns to be 

submitted to DfE electronically as per CFR (Consistent Financial Reporting). 
 
 
 
 

3 CAPITAL INCOME AND EXPENDITURE 
 

3.2 General 
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The staff and governors of Goffs-Churchgate Academy will exercise the same controls for capital 
income and expenditure as required for revenue items. 
 

3.3 Devolved Formula Capital Allocation 
 
On an annual basis, the school receives an allocation of Devolved Formula Capital based on pupil 
numbers, to help address the school’s capital / buildings priorities, including school security and ICT.  
This can be spent in the year of allocation or carried forward for up to three years to support the larger 
capital projects of the school.  Goffs-Churchgate Academy is aware that any balances not spent within 
three years must be returned to the DfE.   
 

3.4 Capital Project Plan – Restrictions on Ineligible Expenditure 
 
The Governing Body of Goffs-Churchgate Academy has an on-going development plan for the 
maintenance of the school buildings and other capital projects.  This forms part of the school’s 
improvement plan (small capital projects – valued over £2,000, contributions to Local Authority funded 
projects, health and safety works, refurbishment, ICT, etc) and has been factored into the school’s 
medium term finance plan.   
 
Governors are aware of the need to raise formal contracts for works undertaken in the school, and 
that, depending upon the value, tenders and not just quotes may need to be obtained.   
 
The governors are aware that the DFC allocation cannot be vired into any other areas or used for any 
form of revenue expenditure, e.g. for redecoration or leasing arrangements (as these items are 
deemed to be of a revenue nature). 
 
Progress against the ‘capital projects’ plan and the financial implications are monitored by governors 
separately from the revenue budget.  (Please refer to Section 5.)   
 

3.5 Property / Premises Related Projects – Need to Obtain Approval from the Area Planning Officer 
 
Before any capital works are undertaken, consideration is given to the need to obtain consent from the 
Area Planning Officer. 
 
The school would not incur any expenditure of a capital nature funded from LA sources over £20,000 
without the prior approval of the Local Authority. 

 
  

3.6 Accounting for Capital Expenditure – School and Local Authority Role 
 
As the funding for Devolved Formula Capital is received by the school locally, invoices relating to this 
allocation are paid for directly by the school through its local account.   
In addition, the school may be successful in bidding for works through the HCC Capital Programme 
(works for less than £100,000). As the funding for these works is held centrally, all invoices are 
processed through the Local Authority and no transactions are recorded in the school’s accounts.   
 
The school is aware that the capital funding provided by the DFE is held by the Local Authority. 
Payments to be made from this allocation are made via the Local Authority and the cost is reflected on 
the monthly traded services report, along with a corresponding amount from the grant (i.e. a 
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corresponding income allocation).  Both entries will need to be reflected in the school’s accounting 
package. The additional expenditure incurred on these projects will already be recorded by the school 
in its local account and the cost will be met directly through funds already held by the school and 
recorded in the school’s accounting system. 
 

3.7 Capital Expenditure – Contributions from Revenue  
 
The Governors and Principal are aware that they cannot reflect an ‘overspend’ on capital items.  Where 
the capital costs exceed the available capital resources available, a transfer from revenue to capital will 
be undertaken to offset the difference. (The cost of projects will have been agreed in advance, along 
with the sources of funding.  The on-going progress of such projects is closely monitored by the school 
and the Governing Body on a regular basis.)   

 
The school may also undertake a transfer from revenue to capital in advance of the actual expenditure 
being incurred where work is imminent.  The school would only undertake such a transfer once it is 
sure that the commitment will occur as it is clear that, once moved into capital, funds cannot be 
transferred back into revenue. 
 
The governors of Goffs-Churchgate Academy are also aware that they are not permitted to enter into 
any form of borrowing without the approval of the Secretary of State, other than through the Local 
Authority Loans Scheme for school’s using the Local Authority ‘pooled banking arrangement’.   
 

3.8 Reporting Capital Expenditure to the Local Authority 
 
All capital expenditure is reported to the County’s Capital Programme Coordinator by School Business 
Manager through the submission of an annual return in February each year (completed using the 
guidance issued by the Local Authority FSS Section).  Goffs-Churchgate Academy is aware that postings 
to the school’s accounting package after the submission of the annual return must not be undertaken 
unless these have already been included in the figure submitted to the Local Authority.  The school 
ensures that the figures reported in the annual capital return also agree to those reflected in the year-
end accounts submitted to the Local Authority. 

 
3.9 Annexes: 
 
C Responsibilities of the Staff Budget Holder. 
D Responsibilities of the Educational Costs Budget Holders. 
E Responsibilities of the Premises, Central Services and Other Costs Budget Holder(s). 
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Annex C 
 
Responsibilities of the Staff Costs Budget Holder 
 

The Principal is appointed as Budget Holder for staffing costs. 

 
The responsibilities of the School Business Manager are to prepare the budget for the staffing costs.  The 
budget must provide sufficient funds for an appropriate and qualified staff structure, as agreed by the 
Governing Body, to be established and maintained.  He/she will authorise all expenditure from this 
category.  Functional control of budget expenditure is the responsibility of the Principal who must inform 
the School Business Manager of variations to planned budget patterns. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Annex D 
 
Responsibilities of the Educational Costs Budget Holders 
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Heads of Faculty and members of the Senior Leadership Team are appointed as Budget Holders for 
education costs. 
 
Their responsibilities are to prepare budgets for and to monitor expenditure in their areas.  They are to 
authorise expenditure from this area by signature on the requisition form.  (Internal Requisition).  
Functional control of budget expenditure is delegated to the School Business Manager who must inform 
the Budget Holders of variations to planned budget patterns. 
 
The scope of the budget will include: 
 

 Departmental allocations are calculated by a bidding process. Allocations will then be agreed by 
SLT. 

 The amount allocated to Department Heads is for maintenance on a year to year basis only. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Annex E 
 
Responsibilities of the Premises, Central Services and Other Costs Budget Holder 
 
The School Business Manager is appointed as Budget Holder responsible for all premises and central 
service costs. 
 
The responsibilities are to liaise with other Budget Holders and to prepare a budget and control 
expenditure in relation to all areas of the School’s annual outlay regarding the School premises and 
provision of central services.  Close preparation of the Premises budget should involve liaison with the 
Premises Manager with regard to some cost allocations.  The Premises Manager signs the invoice showing 
the work has been completed but the signature of the School Business Manager is also required to 
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authorise payment.  Authorisation of expenditure from this category will be by signature on an Internal 
Requisition or the relevant invoice if received direct i.e. water, gas etc. 
 
He/she is responsible, in consultation with the Principal, for the preparation of bids to the HCC for any 
additional grants available. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4 FINANCIAL ADMINISTRATION 
 
3.1 Staffing 
 
3.1.1 School Business Manager’s Responsibilities 
 
The School Business Manager is responsible to the Principal for routine operation of all financial and 
administrative matters, including legislation relating to finance.  Specific responsibilities are detailed below 
 

 To provide financial advice to the Principal, and the Governing Body 
 

 To co-ordinate budgets and monitor all finances of the School, ensuring efficient use and effective 
control of the School’s expenditure. 

 

 To ensure compliance with all relevant orders and instructions issued by both HCC and the 
Governing Body. 

 

 To control the administration of the payroll – from information provided by the Payroll Bureau. 
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 Administration of all School bank accounts. 
 

 To complete a monthly bank reconciliation.  (Resulting adjustments are to be addressed promptly).  
The statements, along with the reconciliations are to be made freely available for examination by 
the Governing Body on request. 

 

 To be responsible for all HCC and financial returns including VAT returns. 
 

 To advise on HCC financial directives. 
 

 To advise teaching staff with responsibility for funds. 
 

 Operation of the financial functions of the computer network. 
 

 Processing of properly authenticated orders and production of the formal order. 
 

 To ensure the integrity of raised cheques. 
 

 Raising of cheques against properly agreed invoices and passing to the relevant signatories, 
Principal (and other signatories) for authorisation as per the bank mandate and directives from 
HCC. 

 

 Acting as cashier for all School monies (both public and private), including administration of the 
petty cash system, issue of receipts and the preparation for and banking of monies. 

 

 Bank deposits:  ensuring appropriate details of any deposits are retained. 
 

 Control of financial stationery e.g. official orders, cheque and credit books.  The operation of the 
franking machine is the responsibility of the senior member in the Reception Office.  Small stocks of 
stamps are held in the Finance Office and the office of the Principal’s P/A. 
 

 To act as Health and Safety Officer 
 

 Completion and Maintenance of the single central record 
 

 Monitoring Trip Income and Expenditure. Reconciliation of each trip after its completion. 
 

 Assisting with the Workforce Census return. 
 

 Completion of Non-Teaching staff contracts and associated H/R procedures 
 

 TPA and LGO Pension returns and queries. 
 

 School Travel Plan 
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3.2. Accounting 
 
All financial records are retained for a minimum of six years (being the period required by the various tax 
authorities).  Access to the Finance Office is restricted.  Records are stored overnight in secure cabinets. 
 
All income and expenditure is recorded on the FMS6 accounting system in order to ensure the integrity 
and completeness of the HCC return. 
 
The system records VAT in order to reclaim monthly VAT paid from HCC. A reconciliation of the balance on 
the nominal ledger relating to VAT should be made to the summary of the individual monthly returns on a 
monthly basis so that any amendments can be dealt with promptly. 
 
Access to the finance module is restricted by the use of password protection.  The Principal will decide 
access rights for all other users.  The Responsible Officer has unlimited access to all areas of finance.  The 
System Manager is to ensure protection against unauthorised modifications, destruction or disclosure or 
loss whether by accident or intention. 
 
The accounting system is backed up as part of the school systems back up process daily.  
 
 
3.3 Auditors 
 
3.3.1 External Auditors 
 
The Governing Body has decided not to retain external auditors. 
 
3.3.2 Internal Auditors 
 
The School Business Manager will audit annually and present an audit report to the Governing Body for 
ratification. 
 
 
3.4 Mail Opening 
 
All business post is to be opened and distributed by the School secretarial staff.  Mail of an obviously 
private nature is passed unopened to the addressee.  Invoices are passed directly to the School Business 
Manager for recording. 
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Money for trips etc is to be handed into Reception in a sealed envelope clearly marked with the pupil’s 
name and trip details.  This should be placed in the locked box in Reception.  This is emptied by the Finance 
Office staff and trip procedures carried out. 
 
 
 
3.5 Kitchen Procedures 
 
Catering services are outsourced to Hertfordshire Catering Limited who are responsible for all transactions 
and money coming in and out of the kitchen. The School Business Manager will audit these transactions 
annually. 
 
 
4 PURCHASING 

 

4.1 The Finance Office is able to advise on the regular suppliers to the School.  Catalogues from 
 recommended suppliers. The names are kept in the Finance Office. 

4.2 An Internal Requisition must be completed for all financial commitments before an order is made.  
Where the invoice is received direct into the Finance Office e.g. water, gas, rates, catering food 
costs, newspapers, books on approval, annual contracts and services – it is placed onto the 
accounting system in the same way but an internal requisition slip is not raised.  The order is 
treated in the normal way for authorisation purposes. 

 
4.3 All orders must be authorised by the budget holder prior to processing. 

 
4.4 The Finance Assistant is responsible for ensuring the requisition is entered onto the computer 

system (which will automatically allocate an order number) and the production of a four-part order 
set. 

 
4.5 Deliveries must always be checked by the originator against the second copy of the order, 

confirming satisfaction as to quantity and quality by signing accordingly and should be returned to 
the Finance Office (together with a delivery note if available). 

 
Invoices are to be passed to the Finance Assistant for processing as follows:- 
 

 Passed to Budget Holder for authorisation of payment 

 Match with second copy/delivery note 

 Passed to Finance Office with second copy 

 Enter onto computer system 

 Passed to School Business Manager to raise a cheque for payment 
 
4.6 A suggested payments list or Aged Creditors list is obtained from the computer on a regular basis.  

This shows invoices that are due for payment.  A printed cheque is then raised and sent to the 
supplier in accordance with good accounting practice. 

 
4.7 The Finance Manager may then obtain cheques, for payment, from the computer system. Or raise 

BACS payments on the system. Cheques are then passed to two authorised signatories for signature 
and returned to the Finance Assistant.  The cheque number is recorded in FMS6. BACS payments 
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will be authorised by two authorised signatories online. Budget Holders must sign for expenditure 
from their own budget area. 

 
4.8 Invoices are filed in alphabetical supplier order. 
 
4.9 Supplier statements are reconciled as and when they are received from the companies.  They are 

then filed with the invoice. 
 
4.10 Before placing an order by telephone, an order number must be obtained from the Finance office.  

The approximate amount of the order can then be checked against departmental funds available to 
meet the invoice.  Failure to do this may result in the goods being returned if insufficient funds are 
available. 

 
5 TENDERING 
 
5.1 Where the value of a contract is likely to exceed £10,000 either as a single purchase or within a 

twelve-month period, tendering procedures are to be followed. The Tendering procedures must be 
in line with the HCC contract regulations - A Schools Minimum Requirements.  

 
5.2 Exceptions to this are permitted for contract renewal or cases where there are insufficient agencies 

offering the product in question.  If these exceptions apply, the Governing Body must minute their 
decision. 

 
5.3 Tendering will follow the below process: 

Total contract cost Award Procedure Short listing Responsibility 

Up to £5,000 At least One oral Quotation Budget holder or Principal 

£5,001-£10,000 At least Two written 
Quotations. Ideally a written 
specification. 

Budget holder or Principal 

£10,001-£75,000 At least Three written 
Quotations. A written 
specification. 

Governing Body & Principal  
 

£75,001-EU Threshold Invitation to Tender, aiming to 
obtain at least Three 
Candidates 

Governing Body & Principal  

Above EU Threshold EU Procedure or, where this 
does not apply, Invitation to 
Tender by Advertisement / List 
to at least six Candidates 

Consult the Head of 
Hertfordshire Business Services 
or County Secretary. 

 
5.4 Chief Contract Officer  Chair of Governors 

 
5.5 Contract Manager  Head Teacher or School Business Manager 

 
 

5.6 Contract Officer  IT – Network Manager  
 

Premises – Site Manager 
Administration- School Business Manager 
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6 PAYROLL 
 
6.1 The payroll is administered on behalf of the School by SERCO. The services are supervised by the 

School Business Manager. 
 
6.2 Changes to the payroll are advised by the Finance Manager and approved by either the School 

Business Manager or Principal to SERCO. 
 
6.3 Access to payroll and personnel records is restricted to staff members directly involved in the 
 administration of these functions. 
 
6.4 The Payroll Bureau ensures all pension contributions and taxes are paid over as they fall due. These 
 are paid directly by the Payroll Bureau and then invoiced to the school. 
 
6.5 The Governors are responsible for compliance with all year-end returns to the Inland Revenue and 
 the Pension authorities.  These are completed by the Payroll Bureau and sent to HMRC and 
 pension information to HCC. 
 
 
7 ASSETS 
 
7.1.1 School assets are items, or a group of items, over the value of £1,000. 
 
7.1.2 The assets are to be recorded in School Asset Manager.  All subsequent additions and disposals are 

recorded in School Asset Manager. 
 
7.1.3 No deletions may be made from School Asset Manager without approval from the Governing Body. 
 
7.1.4 The School Business Manager is responsible for School Asset Manager. The Principal must check the 

Inventory at least annually with spot checks carried out by the School Business Manager.  
Discrepancies will prompt enquiries; where significant these will be reported to the Governing 
Body. 

 
7.1.5 The Governing Body should authorise all write-offs and disposals of surplus stocks and equipment 
 with a value above £1,000.  All items for disposal above a predetermined sum should be subject to 
 competitive quotations.  Sales of property, other than land or buildings, may be made of items for 
 which the School is funded through the budget share where these are considered surplus to 
 educational needs and where disposal does not interfere with the efficient running of the School.  
 Any such disposal shall be made at the best obtainable price and the funds should be redeposited in 
 the School’s General Account.  Other items may not be disposed of without the prior approval of 
 the Director of Children, Schools and Families.  Any property that was acquired at cost, net of VAT 
 (i.e. through the General Account) is liable to a VAT charge on any proceeds from its sale/disposal 
 (no matter how small or how long after the original purchase). 
 
7.1.6 Where items are used by the School but are not owned by it, they should be noted within the 
 Inventory and clearly identified. 
 
7.1.7 All title deeds must be securely stored in a fireproof safe on the School premises.  Notification of 
 the location of the deeds should be written into the Inventory. 
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7.1.8 The School Business Manager will update the Inventory on a regular basis. 
 
7.1.9 Marking of goods is carried out by the IT team or premises team as appropriate.  
 
LOAN PROCEDURES 
 
7.2.1 Items of School property may not be removed from the premises without record. 
 
7.2.2 Staff may borrow such items for use at home providing that the maximum period of the loan does 

not exceed two weeks, without the explicit authorisation of the Head of Department. 
 
7.2.3 Records of all loans are to be maintained by the Heads of Department. 
 
 
LOSS OF EQUIPMENT 

 
7.3.1 Actual or suspected loss of equipment must be notified to the School Business Manager. 
 
 
 
 
 
8 INSURANCE 
 
8.1 The Governing Body is responsible for taking out and maintaining adequate insurance as it sees fit, 

or as it is advised, and to comply with statutory requirements. 

 
8.2 The minimum covers:- 
 
8.2.1 Buildings and contents of the School against damage by fire, lightning, explosion, storm, flood, riot 

or malicious damage and similar risks, and consequential loss arising from such damage. 
 
8.2.2 Employers’ and public liability cover against the Governors’ responsibility for injury or illness of staff 

or third parties or damage to third party property. 
 
8.3 Details of policies held and current valuations are to be maintained by the School Business Manager 

and updated on an annual basis. 
 
8.4 Fidelity Bond insurance covering signing of cheques by Chair of Governors held. 
 
 
9 INCOME 
 
9.1 General Income 
 
9.1.1 Public monies are to be maintained in separate bank accounts from private monies. 

 
9.1.2 All receipts should be accounted for as they are banked (or as the School is notified of bank 

transfers) and supporting documentation retained for audit. 
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9.1.3 The Finance Assistant is responsible for the handling of all monies. Finance Manager is responsible 

for all reconciliations and input of data. 
 
9.1.4 The public bank account should be reconciled on a monthly basis.  All bank accounts should be 

reconciled monthly (as of the last day of each month). 
 
9.1.5 Monies received from pupils for School trips should be reconciled on a trip-by trip-basis. Any 

differences between income and expenditure should either be refunded or taken as a donation 
which would be in line with current HCC/DfE Guidelines. All trip monies that relate to Curriculum 
visits should be paid into the Public Account. 

 
9.1.6 Staff are not permitted to operate any separate accounts for School activities.  All monies under the 

aegis of the Governing Body must be recorded and administered centrally. 
 
9.1.7 Cash collected must not be replaced with personal cheques by any member of staff. 
 
9.1.8 All cash collected should be passed to the Finance Assistant who enters the amount received in a 

separate book.  These monies will be banked at the earliest opportunity. 
 
9.1.9 Music Fees:  A termly invoice is sent to all students learning an instrument.  Information i.e.: name 

of student, instrument, and amount to be charged, is entered on a spreadsheet and reviewed for 
non-payment on a regular basis. The Finance Manager regularly checks the system. Monies 
received are banked in the usual way.  The Music Registers are kept in the Finance Office. 

 
 
9.2 Lettings Income 
 
9.2.1 The Governing Body must establish terms and conditions for lettings. 
 
9.2.2 The Governing Body must approve the scale of charges for lettings and/or for the use of the 

facilities (see section 9.3).  Free use and charges other than those agreed should be exceptional and 
authorised by the Principal on a case-by-case basis. 

 
9.2.3 The Principal, School Business Manager and Premises Manager (Lettings Officer) are responsible for 

all lettings.  The Lettings Officer will propose any approved discounted rate to be offered to 
prospective hirers which will be agreed by the School Business Manager. 

 
9.2.4 Detailed records of each letting will be kept. 
 
9.2.5 Applicants are to be sent application forms, together with a copy of terms and conditions.  On 

receipt of both the completed application and indemnity insurance forms from the prospective 
lessee, the letting may progress at the discretion of the Lettings Officer.  If the letting is not to take 
place the applicant should be advised. 

 
9.2.6 If the letting is to continue, the Finance Office then raise and send an invoice requesting payment.  

The invoice is to state clearly that all monies are to be sent directly to the Finance Office which will 
issue a receipt.  At the time the invoice is to be raised the Finance Office must be aware of Sports 
Lettings and if the particular letting attracts VAT.  If so, this must be added to the invoice.  The 
Finance Assistant will monitor payments on a monthly basis and outstanding invoices brought to 
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the Finance Manager’s attention.  This ensures that another booking is not made while a previous 
one is still outstanding.  The Finance Assistant will chase to collect outstanding monies. 

 
9.2.7 Income from lettings is to be credited to the Public account. 
 
9.2.8 The maximum period for any letting is limited to twelve months. 
 
9.2.9 A damage retention charge may be made for certain events.  This refundable charge is to be paid in 

addition to and at the same time as the lettings charge. 
 
9.3 Letting Charges 
 

(a) Charges are hourly based and payable in advance. 
 
(b) A cancellation charge may be made in the event of inadequate notice being given. 

 
(c) Lettings are to finish promptly at the agreed time. 

 
(d) Over-runs may be charged at double rate and will be due immediately. 

 
(e) A cleaning cost may be charged depending upon the nature of the event. 

 
(f) Any damage retention charge made is payable at the same time as the letting charge; this 

charge is refundable in full if there is no loss or damage. 
 
 
(See Letting Officer’s Sheet for charges) 
 
 
 
10 BANKING AND CASH HOLDINGS 
 
10.1 The bank must be informed that the School is a “Statutory charity under Chapter 40, Schedule 12 of 

the Education Reform Act 1988”.  Consequently, all interest should be paid gross. 
 
10.2 The School is not allowed to be overdrawn in aggregate on its accounts and should advise the bank 

not to allow a deficit to occur on any account. 
 
10.3 All cheques, direct debits, standing order mandates and electronic transfers require two 

signatories. 
 
10.4 Authorised signatories are as stated on the bank mandate. 
 
10.5 Only the School Business Manager is authorised to order new cheque books or a supply of printed 

cheques. 
 
10.6 For Public funds, bank statements are received on a monthly basis; that is on the last business day 

of each month. 
 
10.7 For Private funds, bank statements are received monthly in the same way as above. 
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11 PETTY CASH AND EXPENSES 
 
11.1 Petty Cash 
 
11.1.1 The School Business Manager is responsible for petty cash, which should be kept secure in the safe.  

The float limit will be maintained at £200. 
 

11.1.2 Petty cash claims are to be made using Reimbursement of Expenses Claim wherever possible.  
These are then authorised by the Finance Manager.  All claims must be substantiated by receipts.  If 
items are to be purchased in cash, an advance can be obtained.  Completed forms can then be 
submitted to the Finance Office for payment.  The expenses of the Principal are to be authorised by 
the Chair of Governors. 

 
11.1.3 Petty cash is maintained on FMS6. 
 
11.1.4 Receipts into petty cash will only be from the bank account. 
 
11.1.5 Petty cash transactions are entered by the Finance Manager onto FMS6. 
 
11.1.6 Petty cash is to be formally reconciled at least monthly by the Finance Manager.  The School 

Business Manager is to check the reconciliation. 
 
11.1.7 The School does not cash personal cheques. 
 
11.1.8 Petty Cash is not to be used as an additional method of paying for goods and services except as 

reimbursement for unavoidable cash purchases. 
 
11.1.9 Petty Cash, elsewhere in the School: 
 

Science: a float of £40 is held in the Science Department. 

DT: a float of £25 is held in the DT Department. 

The Finance Manager is to check accounts before “topping them up”. 
 
 
11.2 Staff Expenses 
 
11.2.1 A refund of actual expenditure incurred may be obtained by members of staff who have completed 

a claim form, Reimbursement of Expenses Claim (FIN1EXP) and obtained authorisation from the 
relevant Budget Holder.  Self-authorisation is not permitted.  All claims must be substantiated with 
receipts. 

 
11.2.2 Travel cost refund is paid at an agreed rate per mile as long as the rate is within that advised by HCC 

and under the fixed Profit Car scheme under HMRC. 
 
11.2.3 The School Business Manager is responsible for the refund of expenses.  School Business Manager is 

able to provide staff with details of mileage claims if required for self-assessment purposes.  Staff 
expenses can give rise to benefits-in-kind and advice has been sought from the School’s auditors to 
mitigate such liabilities and the appropriate dispensations from the Inland Revenue obtained. 
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11.2.4 Any refund of Governors’ expenses must be at a level and on a scheme approved by the HCC. This is 

referred to in the Financial Hand book for schools. 
 

11.2.5 Governor expenses are filed separately. 
 
 
12 CHARGE AND CREDIT CARDS 
 
12.1 The school holds three corporate procurement cards which are supplied under the County 

administered Government Procurement Card scheme and are issued by Natwest commercial. 
Credit limits for the cards are agreed by the Governing Body. The three cards are held by the School 
Business Manager, Premises Manager and Network manager.  
 

12.2 Procurement cards are issued to named individuals who are responsible for accounting for any 
spend on these cards. Any unauthorised spend will be the responsibility of the named cardholder. 
 

12.3 Notification of any loss or theft of cards must be made to the School Business Manager as soon as 
possible so the card issuer can be informed and the card cancelled. 
 

12.4 Statements are received by the Finance Office direct and at each statement point spend is matched 
to receipts provided by the card holder.  

 
 
13 LEASING 
 
13.1 The School may only enter into operating leases. Any consideration for entering into lease 

agreements should be as a result of following the schools commissioning toolkit.  
 
13.2 The Head teacher, Governing Body and the School Business Manager are the only people allowed 

to enter into leasing arrangements on behalf of the School. 
 
 
 
14 SCHOOL VISITS AND JOURNEYS 
 
14.1 Any member of staff considering organising a School trip should first discuss the details with the 

Assistant Principal in charge of Trips 
 
14.2 If agreement to the trip is given in principle, then details of the trip should be entered via the on-

line trip procedures approved by HCC by the Trip Organiser. The Assistant Principal will approve the 
details. One the trip is approved a letter giving details of the trip will be sent to parents, with a copy 
to the Finance Office. 

 
14.3 When trip money is returned to the School, it should be in an envelope clearly marked with the 

name of the pupil and the trip.  The envelope should be handed in to Reception; and passed to the 
Finance Office staff. Trips can also be paid for via the online ParentPay system. 

 
14.4 Class lists of pupils going on the trip will be made available to the member of staff leading the trip. 
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14.5 The named leader of the trip will liaise with the Finance Office regarding all aspects of the 
administration of the trip.  This will ensure, amongst other things, that all pupils pay in full (unless 
specific arrangements have been agreed in relation to any particular child). 

 
14.6 If the trip is subject to payment by instalments, pupils must be issued with a payment card that will 

detail every payment made. 
 
14.7 Payments by the School for trips should be made in the same way as other invoices out. The invoice 

should be authorised for payment by the trip organiser. 
 
14.8 Once the trip has taken place, any refunds amounting to more than £5.00 per pupil must be 

authorised by the trip organiser. 
 
14.9 The trip accounts must be reconciled once the trip has taken place.  

 
14.10 Any discrepancies arising from the reconciliation of accounts must be reported to the Governing 

Body via the Principal and School Business Manager. 
 
 
 
 
 
 
 
 
 
 
15 LEVELS OF FINANCIAL SIGN OFF FOR PAYMENTS 
 
15.1 Levels of financial sign off for cheque or BACS payments are as follows: 
 

Role Sign off limit 

Deputy Principal   Up to £10,000 

School Business Manager Up to £10,000 

Principal Up to £50,000 

Chair of Governors Unlimited 

 
15.2 Two signatories are required for any cheque or BACS payment with at least one of the signatories 

being required to have a sign off limit higher than the amount of the payment. 
 
 
 
16 LEVELS OF FINANCIAL SIGN OFF FOR VIREMENTS 
 
16.1 Levels of financial sign off for virements are as follows:  
 

Role Sign off limit 

Principal Up to £50,000 

Chair of Governors Unlimited 
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APPEDNIX A: LETTINGS OFFICER SHEET 

 
School hall - £34 per hour  
Gym - £34 per hour 
Swimming pool £40 per hour 
Classroom - £25 per hour 


