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1 STATUS OF DOCUMENT

This Finance Policy and Procedures document has been prepared by the Financial Services to Schools Team (FSST) on behalf of the Governing Body of St John’s C of E Voluntary Aided Primary School, Spring Park Road, Croydon, CR0 5EL

The initial meeting between a representative of the FSST and the Governing Body took place on Thursday 12 December 2002.  The completed document was submitted to the Policy and Finance Committee of the Governing Body on 20 January 2003 and was initially approved by the Governing Body at their meeting on 18th June 2003. 

The dates of subsequent revisions are tabulated in Appendix 3. 

This document should be reviewed annually by the Governing Body or at an earlier stage if the Governing Body identifies any reason to change or update the text as a result of changes within the school, the Local Authority (LA) or any national perspective. 

The authors or school can accept no responsibility for loss occasioned to any other person acting or refraining from action as a result of any material in this publication. 

Reference to the Croydon website occurs frequently through the document.  The Appendix 1 provides details of this web address and for all other web addresses referred to in the text. 

Similarly the various documents mentioned that do not form part of this policy are listed in Appendix 3, together with basic information about location and date of last version. 

2 BACKGROUND TO THIS DOCUMENT

The Croydon Scheme for Financing Schools (later referred to as the ‘scheme’), as detailed on the Croydon website, is drawn up in response to the Section 48 of the School Standards and Framework Act 1998 (LA scheme).  The scheme contains requirements relating to financial management and associated issues, binding on both Croydon LA and on Croydon maintained schools.  The scheme provides the basic information but is supplemented by the Croydon Financial Regulations for Schools and the Croydon Financial Guidance for schools, both of these being published on the Croydon website.  
This Financial Policy and Procedures document for St John’s C of E Voluntary Aided Primary School, is an interpretation of those requirements relating to financial management and associated areas, as it applies to the school.  This document is also based on the requirements of the guidance provided by Department of Education (DfE) and OFSTED- Schools Financial Health & Efficiency.  (See Appendix 1 for details). 

The school abides by the policies and procedures as described in the various LA documents detailed above and as modified from time to time.  
In particular the school will spend any funds that are passed to the school, in accordance with the requirements of the scheme and any specific rules that may apply, as defined by the DfE, LA or any other organisation providing the funding.  This restriction also applies to all other income that is managed by the Governing Body, including that from private sources. 

The Governing Body is required to supply all financial and other information which might reasonably be required to enable the LA to satisfy itself as to the school's management of its delegated budget share and any other income the school may receive. 

The LA has the power to suspend a school's right to a delegated budget if the provisions of the LA scheme (or rules applied by the scheme) have been substantially or persistently breached, or if the school's budget share has not been managed satisfactorily. 

The governing body will notify the Director of Finance, Investment & Risk of any matter which involves or is thought to involve any financial irregularity in the use of public funds and the Director of Finance, Investment & Risk will carry out such audit investigations as are considered necessary. 

The school financial information will be recorded on the school finance software and the school will follow all guidance issued by the LA and other supporters of this product, to ensure the quality of the information is not degraded.  Appendix 3 gives details of the software used and the support available. 

All staff must bear the above accountability in mind when making decisions about spending.  This will have ramifications for ‘best buys’, appropriate purchases, accurate accounting etc.

Public accountability requires staff to follow both the spirit and the letter of financial policy.  This may at times appear to be tiresome so it is as well to remember that the policy is also designed for the protection of staff.  The professional is not satisfied in being both honest and fair, but also in being seen to be above reproach.

3 GOVERNANCE

3.1 Governing Body

The governing body of the school is responsible for ensuring that the school meets all obligations placed upon it by the various regulations arising from decisions of local and national government. 
In order to fulfill better the obligations placed upon it, the governing body is divided into a number of governor committees. 
The full governing body meets at least once each term and the Policy and Finance Committee meets at least termly.  All meetings of the Governing Body and its committees are minuted and the signed copy of the minutes are held by the school and situated in the school office.
The membership, responsibilities and terms of reference of the Governing Body and its committees are to be found in a separate document (see Appendix 6 for outline details) 

3.2 Finance Structure

Finance and administration staff are organised as follows: 

Governing Body 

Policy and Finance Committee

Head Teacher

Deputy Head Teacher

Budget Holders

School Business Manager
3.3 Finance and Administration Personnel

The Policy and Finance Committee's responsibilities include the following: 
· the recommendation of the annual budget to the governing body including the delegation of the budget responsibilities to budget managers; 

· the regular monitoring of actual income and expenditure against the budget and any revised forecast for the year; 

· the awarding of contracts by tender to a specific limit
The Head Teacher is responsible to the governing body for ensuring that financial requirements are implemented.  This includes the management of

· day to day financial issues; 
· the school's financial position at strategic and operational level; 
· effective systems of internal control; and the management of other financial issues. 

In the absence of the Head Teacher the Deputy Head Teacher is responsible to the governing body for the implementation of all financial requirements and the proper management of the school’s financial procedures.

The role of the School Business Manager is to implement the procedures agreed by the Governing Body and Head Teacher and to ensure that on a day-to-day basis the financial systems and information are well maintained as described in this document.  

The school has a range of Budget Managers, each responsible for their own particular area of the school.  The Budget Managers are listed in Appendix 2 and their responsibilities in relation to finance in Appendix 6.  Each Budget Manager is made aware of his or her responsibilities, the relevant parts of this document being included in the staff handbook.  

The finance operations of the school are supported by bought in external suppliers.  These are listed in Appendix 3.  Since their role is only one of support, the Head Teacher will monitor their work and performance against the service agreement or contract and any subsequent agreement between the school and the supplier. 

3.4 Delegated authority 

The Governing Body has considered the extent to which it wishes to delegate its powers to the Head Teacher and other staff, including the power of virement between budget headings and has formally recorded its decision (and any revisions) in the minutes of the Governing Body meeting at which the decision was taken. 

The table below sets out the latest position although it is not anticipated that extensive use will be made of this facility.

	
	Virement limit
	Purchase limit
	Additional notes

	Governing Body
	unlimited
	Can authorise Head Teacher for any amount
	Refer to section 6 for details of arrangements for purchases over £100,000

	Policy and Finance Committee
	£30,000
	Can authorise Head Teacher for any amount under £30,000
	Refer to section 6 for details of arrangements for purchases over £100,000

	Head Teacher
	£5,000
	£5,000
	

	Deputy Head Teacher
	£2,500
	£2,500
	

	Budget Managers
	£0
	Up to allocated budget or £500 whichever is the lower. 
	

	School Business Manager
	£0 
	£0 except where as a Budget Manager
	

	The above limits were approved at the Governing Body meeting held on 24th March 2020


Any virement changes need to be supported by a Virement Letter, confirmation emails or minutes at a governors’ meeting. 
3.5 Pecuniary Interest

The school holds a register of business interests.  Any employee or governor or a close relative of either who could be considered to be a supplier of works, services or goods must register such an interest and ensure that the record is confirmed or updated on an annually.  The register for Governors is maintained by the Clerk to the Governing Body and is available for inspection at each Governing Body meeting.  If a governor is present at a meeting that involves awarding a contract for works, goods or services, then if the governor has a pecuniary interest, then he/she will disclose the fact at the meeting and will not take part in the consideration or vote on the matter. The register for staff is held by the School Business Manager within the Annual Form folder.
No individual governor or member of staff 

· will accept gifts or hospitality from current or potential suppliers. 

· will obtain an interest in the disposal of school equipment or property or school materials surplus to requirements at the end of any contract between the LA (including persons acting on its behalf) and any third party. 

· will take or hold any interest in any equipment or property held or used for the school. 

3.6 Governors' Expenses

Under Schedule 11 of the School Standards and Framework Act 1998, only allowances in respect of purposes specified in regulations may be paid to governors from a school's delegated budget share.  The payment of any other allowances is prohibited.   

3.7 Best value 

The Governing Body is committed to Best Value in all aspects of the operation of the school.  This includes the deployment of staff and resources, the maintenance of buildings and equipment, the purchase of goods, services and capital works and in all other decisions made by the Governing Body and staff.

The Governing Body will continue to identify areas for future review in order to ensure that the school makes maximum use of the resources available to it A copy of the latest statement is attached as Appendix 4.
4 BUDGET PLANNING


4.1 Budget Compilation

The school has an overall school development plan that outlines its educational goals and gives detailed objectives for the current school year.  The plan outlines which areas are the priority for spending and why.  The Governing Body approves this plan and the budget is then derived from the plan.

The LA provides guidance to schools on assumptions affecting budget plans that are likely to be the same for all schools.

The school submits a plan to the LA by 1 May each year showing its intentions for expenditure in the current financial year and the assumptions underpinning the budget plan.  

It may be necessary for the budget plan to be revised due to significant changes in income and/or expenditure.  The changes will need to be agreed by the Head Teacher, Policy and Finance Committee or the Governing Body depending on the size of the changes.  If the changes are such that the Governing Body revises its budget plan during the year, it will notify the LA within a reasonable period of any such change.

Total planned expenditure for the financial year may not exceed the budget share, adjusted by amounts carried forward from the previous year, any additional income receivable and any in-year adjustments which may be made in accordance with the LA scheme.

The Governing Body does not approve financial commitments into subsequent financial years without satisfying themselves that the costs can be met within the likely level of resources.

The Governing Body may not ordinarily plan for a deficit budget.  If an unplanned deficit arises at the school, the Governing Body will notify the LA immediately and submit a plan to the LA showing how the school proposes to eliminate the deficit.  Any deficit incurred will be the first charge on the school's budget share in the following financial year. 

In addition to any capital allocation made available by the LA outside the school’s delegated budget share, the Governing Body is permitted to use their budget share to meet the cost of capital expenditure on the school premises.

If the expected capital expenditure from the budget share in any one year exceeds £20,000, the Governing Body notifies the LA and takes into account any advice from them as to the merits of the proposed expenditure.

The Governing Body may borrow money only with the written permission of the Secretary of State for the Department of Education.

4.2 Budget Setting and Monitoring

The Head Teacher is responsible to the Policy and Finance Committee for the preparation of the annual budget.

The budgeting process starts around October each year.  The Head Teacher and School Business Manager decide upon major expenditure by the end of the autumn term.  
The Head Teacher and School Business Manager discuss the budget and a draft budget is drawn up by the end of February.

The draft budget is presented to the Policy and Finance Committee by early March for review, discussion and amendment if appropriate.  When passed by the Policy and Finance Committee, the budget is submitted to the full Governing Body for formal review and approval.  A copy of the budget plan signed by both the Head Teacher and Chair of Governors is submitted to the LA by 30 April.

The Policy and Finance Committee monitors all financial aspects of the implementation of the school's budget plan although the Governing Body carries ultimate responsibility for monitoring the budget.

The process of monitoring actual expenditure against budget is continuous.  Day to day responsibility for monitoring and control lie with each Budget Manager.  He/she must obtain prior written approval of the Head Teacher if they wish to exceed their annual budget allocation.  The School Business Manager coordinates the process.

4.3 Budget control and monitoring

Reporting within the school

The School Business Manager prepares a monthly report of actual performance against budget with explanations of the main variance for the Head Teacher.  A termly report is sent to Policy and Finance committee and subsequently to the full Governing Body.
Reporting to the LA
The school uses the accruals basis of accounting.

The School Business Manager submits a Statement of Income and Expenditure to the LA within one month of the end of each quarter.  Quarter ends are the ends of the months of June, September, December and March.  A final statement is submitted to the LA by a date determined by the LA and normally by around mid May.

Reporting to the DfE
The School Business Manager will complete the Consistent Financial Reporting return to the LA as part of the end of year arrangements.  The LA will then forward this on to the DfE.

4.4 Monitoring of cash flow

The School Business Manager will produce monthly cash flow forecasts for the Head Teacher to review to ensure that the school’s bank account does not go overdrawn.

5 FINANCIAL CONTROLS 
5.1 Accounting Systems

The school maintains adequate accounting and other financial records and these are subject to audit by the LA's external and internal auditors. 

The school keeps its records in such a manner that provides an analysis of income and expenditure in any form that may reasonably be required by the Director of Finance, Investment and Risk. 

The school's accounting system is computerised.  It is the school's policy that the School Business Manager receives basic bookkeeping training and is familiar with the operation of the computer.  The expectation is that all users would have appropriate ongoing training as the system develops.  The Head Teacher should be able to extract information and the School Business Manager should be able to ensure finance information is accurately reflecting latest requirements.
The proper functioning of the accounting system is the responsibility of the School Business Manager and in his/her absence, the Head Teacher.  In prolonged absence of the School Business Manager, then arrangements may be made to appoint temporary cover.   The arrangements for computer back up are detailed in section 15.

5.2 Accounting Records

Only authorised staff are permitted access to the accounting records that are securely retained when not in use.   Current documents are kept in the school office. 

Alterations to any original documents such as cheques, invoices, orders and other vouchers are made clearly in ink.  The use of correcting fluid or the erasure of information is not acceptable. 

All accounting records including invoices, delivery notes, bank statements etc. are retained in hard copy for six years, plus the current year, in a secure store on the school site. 

5.3 Segregation of duties

In the interest of public accountability and for the protection of staff it is important that as far as is possible financial duties are segregated.  Duties should be divided as follows:-

	Individual
	Responsibility

	Budget Manager
	Initial request for orders

Checking of deliveries

	Caretaker
	Confirmation of premises services

	School Receptionist
	Checking of deliveries

	School Business Manager
	Input the orders and invoices onto finance software

Authorisation of invoices as correct and valid for payment

Paying income into the local bank account

Bank account reconciliation

Validation of new suppliers and establishing tax status

Prepare monthly, quarterly and ad-hoc reports
Assist in the preparation of the budget

	Deputy Head Teacher
	Head Teacher’s responsibilities in the Head Teacher’s absence

	Head Teacher
	Authorisation of final order

Preparation of budgets

Monthly review

Reports to Governing Body


6 PURCHASING

6.1 LA Financial Regulations

The school abides by the LA's financial regulations for school and standing orders in purchasing, tendering and contracting matters.  This includes a requirement, where necessary, to assess in advance the health and safety competence of contractors taking into account the LA's policies and procedures. 

The LA's contract standing orders apply to every contract where the estimated cost is in excess of £100,000 in any one year although The Croydon Contracts Handbook will provide guidance that is useful for contracts under this figure. 

LA officer counter-signature is obtained for contracts for works, goods or services which exceed £100,000 in any one year and legal advice from the LA is to be sought for contracts over £50,000. 

The Head Teacher ensures that every financial consultant used by the school has access to a copy of those financial regulations and standing orders with which they are required to comply. 

6.2 Approved Suppliers

The School Business Manager maintains a database of approved regular suppliers.  The School Business Manager selects suppliers on the basis of their capacity to provide quality, service, timely delivery and value for money.  Consortia are used where they provide value for money. 

Any purchase considered from a supplier other than those contained in the regular suppliers list, should first be cleared with the Head Teacher.

The listing of approved suppliers is reviewed and approved on an ongoing basis by the Head Teacher and on an annual basis by the Policy and Finance Committee. 

6.3 Tendering

All purchases with a value greater than £40,000 are put out to formal tender.  For Capital works which require Southwark Diocese Board of Education’s (SDBE’s) approval these are tendered and supervised by surveyors nominated by the diocese in line with current diocese’s tendering requirement.

For all other purchase the following procedures are followed in such circumstances: 

· a specification is prepared by the budget holder, authorised by the chair of the relevant committee and Head Teacher and sent to at least three suppliers.  It is anticipated that for any major building works of a value greater than £10,000 the services of a firm of architects or specialized consultants would be engaged to deal with the handling of specifications and suitability to tender; 

· where appropriate, the suppliers invited to tender are drawn from the approved list maintained by the School Business Manager.  Otherwise, invitations to submit tenders are advertised in local newspapers and trade journals if appropriate. The invitations to tender include: 

i. an introduction/background to the project;

ii. the scope and objectives of the project; 

iii. any technical requirements; 

iv. implementation details for the project; 

v. the terms and conditions of the tender; and

vi. the form and date of response to the school. 

· all replies should be addressed to the Head Teacher in a plain sealed envelope marked ‘Tender’ to reach him/her by a specified date.  All replies are kept sealed until that date and passed to the chair of the relevant committee; 

· all tenders are opened at the same time and details of the contractor, quotation and any other details recorded at the time of opening; 

· no contractor is allowed to amend the tender after the time fixed for receipt; 

· the Head Teacher opens a separate correspondence file for each tender which contains copies of all correspondence or other relevant information; 

· where contracts under seal provide for payments to be made in instalments, the Head Teacher ensures a contract register is maintained which shows the state of the account on each contract together with related professional fees and other payments. 

· for purchases up to £30,000, provided the expenditure is included in the budget, the decision as to which tender to accept is taken by the Policy and Finance Committee; 

· for purchases over £30,000, provided the expenditure has been budgeted for, a decision is recommended by the Policy and Finance Committee.  The final decision is taken by the Governing Body; 

· where expenditure is not included in the budget or anticipated expenditure exceeds the budget allocation, the decision as to which tender to accept is taken by the full governing body; and 
· the reasons for accepting a particular tender are documented by the Clerk to the governors, especially if it is decided to accept other than the lowest tender.  All decisions are reported to the Governing Body. 

The following points are considered when deciding which tender to accept: 

· the overall price and the individual items or services which make up that price; 

· whether there are any 'hidden' costs that is additional costs which the school will have to incur to obtain a satisfactory product; 

· whether there is scope for negotiation; 

· the qualifications and experience of the supplier; 

· how well the technical requirements laid down by the school will be met; 

· whether it is possible to obtain certificates of quantity; 

· the suppliers own quality control procedure; pre-sales demonstrations and after sales service;

· the financial status of the supplier; and 
· references from other schools. 

Once a tender is accepted an order is issued immediately to the supplier in the normal way. 

6.4 Quotations

For purchases below the tendering limit of £40,000, budget holders are expected to purchase objectively using catalogue prices for standard items and written quotations otherwise.  A specified number of quotations are required as follows: 

Up to £3,000: 
One written quotation;

£3,001 - £10,000
Two written quotations;

£10,001 - £40,000
Three written quotations.

Quotations are attached to the office copy of the purchase order. 

6.5 Purchase Orders

Written, pre-numbered orders are used for all goods and services.  Orders are only made by telephone in exceptional circumstances but always after completion of the school specific order form and entry onto the school finance software.  

Access to the computer system is restricted to those listed in Appendix 2.  Commitment accounting is in operation on the computer system. 

Orders are only used for goods and services provided to the school.  Individuals may not use official orders to obtain goods and services for their private use. 

Ordering procedures are as follows: 

· A school specific order form is completed by the Budget Manager and sent to the School Business Manager. 

· The School Business Manager, using the computer information on the school finance software, checks the order against available budget and highlights overspending to the Head Teacher.  Quotes or tenders are obtained as necessary; 

· The order is entered onto the school finance software by the School Business Manager
· The Head Teacher (or Deputy Head Teacher in the Head Teacher’s absence) authorises the order on the school finance software
· The School Business Manager submits the order to the supplier, this may be via the internet in some cases
· The original order or a copy of the order is filed in Order number sequence
When an order is cancelled reasons for cancellation are recorded on the computer log.

The computer system keeps a record of all orders placed that have been invoiced.  The School Business Manager produces a listing of such orders at the request of any Budget Manager. 

Payments to individual members of staff for each single transaction are only made if within their delegated budgetary powers and with the prior permission of the Head Teacher or the Deputy Head Teacher.  Wherever possible a till receipt should be produced or other certification that payment has been made and in general should not exceed £150 in value.  Vouchers are subject to the same authorisation procedures as purchase order requisitions.  They are cleared for payment by the Budget Manager or if it is a Budget Manager to be reimbursed, the Head Teacher countersigns the receipt and the Deputy Head signs the Head Teacher receipts.
Orders made by staff without following the above procedure will be deemed to be an invalid school order and the individual will become liable for any costs associated with the cost of the order or any subsequent costs of return.

As a Church of England school it is part of the ethos of the school to give thanks for particular activities by staff or volunteers.  These thanks may be given in the form of a small gift (excluding alcohol) not exceeding £30 per person being thanked.  All such thank you gifts must have the prior authorisation of the Head Teacher.

6.6 Receipt of Goods

All goods received are delivered to the school office where practicable.  The Secretary, budget holder or Caretaker receives the delivery note and checks the delivery against the order and evidences the check of goods on the delivery note.    The delivery note is passed to the School Business Manager. In absence of a delivery note the school Receptionist, budget holder or Caretaker will sign the invoice as received, e.g. in the case of a service. In the case of utility services which are agreed during the initial annual budget review of SLAs and are paid by direct debit, e.g. telephone, 
Any shortages or defective items in the goods supplied are clearly indicated on the delivery note by the Receptionist.  The Receptionist is responsible for ensuring the delivery is rectified.  The Secretary maintains a goods returned book to monitor this process and ensure that all such deliveries are rectified. 

6.7 Purchase Invoices

All purchase invoices are handed to the School Business Manager who records the invoice on the computer.  An order checklist is attached to the invoice. 

Where goods received were short or defective in some respect, and this still has not been rectified, this is clearly noted on the invoice so that payment is not made until either a credit note is received or the delivery is put right. 

The School Business Manager carries out a final check to ensure that all the school’s procedures have been followed. 

6.8 Payment of Invoices

The School Business Manager pays all invoices within 7 days of their receipt if possible.  It is the policy of the school to pay all invoices by the due date and also to take advantage of any discounts available for early settlement where this is to the school's advantage.  Invoices should not be paid early as a matter of course.  Payments in advance of receipt of goods or services are only made where it is a condition of the supplier, e.g. school visits entrance fees, and the Head Teacher is satisfied that there is no alternative. 

The School Business Manager makes payments after ensuring the school procedures have been followed: 

· goods or services have been received and checked to the order; 

· expenditure has been properly incurred and payment has not already been made
· prices agree with quotations, tenders, contracts or catalogue prices and arithmetic is correct; 

· VAT has been properly accounted for; 

· the invoice has been correctly coded; and
· discounts have been taken where applicable. 

All cheque payments from public and non-public funds are signed by two of the authorised signatories.

The following procedures are followed when a cheque is signed: 

· the invoices and delivery note are presented to the signatories

· the cheque signatory must not sign a cheque relating to goods or services for which he has also authorised the expenditure; 

· the school copy of the remittance advice is attached to the invoice by the School Business Manager
· all cheques drawn are crossed as account payee only to avoid the possibility of improper negotiation of cheques; 

· the cheque signatories check the supporting documentation and that the invoice has been authorised and evidence this by initialing the Order Checklist. 

· in no circumstances will any cheque signatory sign a blank cheque subject to a second signature; 

· no payment will be made on a photocopied invoice unless exhaustive checks have been made to confirm that payment has not previously been made.  Confirmation that such checks have been made is recorded by the School Business Manager writing on the invoice - Copy not previously passed payment and signing; and
· in no circumstances is payment made against statements. 

6.9 Month-end Procedures

At the end of each month the School Business Manager extracts a list of balances from the purchase ledger and compares the total with the purchase ledger control account in the nominal ledger.  Any reconciling items are noted and adjusted if required. 

6.10 Purchases from private funds

Any purchase made through the school account will be deemed to be on behalf of the school.  If the school is given funds from a private source to purchase specific items then it is a requirement that any goods such purchased become the property of the school.  Sufficient funds should be credited to the school account before any purchase process proceeds.

6.11 Direct Debit Payments Procedure

Direct Debits are used to pay for bills such phones and mobile phones. The contracts are originally agreed in line with St John’s Delegated Authority and then reviewed annually as part of the budget agreeing process. On receipt of the invoice it is reviewed and signed by the School Business Manager to confirm that the service has been received and there is no misuse.  Then the Head Teacher reviews and signs it as confirmation of payment.
6.12 P Card Procurement Procedure
In order to obtain better value for money and reducing the need for expenses purchasing can be made Purchasing Cards (P cards). These will only be issued to Head Teacher, Deputy Head and Caretaker. The procedure for using and balancing the cards are as follows:

· Before purchasing an item using a P Card an order must be raised for each item and signed by a budget holder  

· Purchase the item using the card

· When the item is received the receipt or delivery note must be attached to the expense voucher and an independent person must sign it as confirmation of the item being received. In absence of a receipt or delivery note an independent person must sign the original order form received
· At the end of the month all items purchased must be recorded on a record sheet by each card holder and passed to the School Business Manager for reconciling

· The School Business Manager must reconcile each card holders statement and records all expenses on FMS using a bank journal

· Each quarter the Head Teacher’s expenses must be reviewed and signed off by the Chair of Governors and other card holders by Head Teacher.
6.13 Coffee Shop Expenditure
All purchases for the coffee shop are either purchased via the normal expenses procedures or purchased via the Sainsbury orders and the cost is journal to the Cost Centre.

A float is held for the coffee shop, which they tally each night and keep a record of sales. The float is held in the school safe overnight and in the office’s locked cupboard outside the coffee shop opening hours. Excessive funds are handed to the office for banking on a regular basis.
7 TAXATION 

All school staff will recognise the importance of ensuring correct procedures in relation to transactions where there is some tax implication.  The latest position and contact information will be found on the Croydon website.

7.1 VAT

The school abides by the procedures issued by the LA in connection with Value Added Tax (VAT) Procedures including VAT on trips and business activities (i.e. vat sponsorship).  The detailed procedures are to be found on the Croydon website: Payment on proper VAT Invoices. 

7.2: Procedures for VAT on business activities etc

This following section sets out the main areas of activities, which generate income and the applicable VAT rate associated with each one.

It is vitally important to get the VAT rate right otherwise the school/the Council will be liable to severe penalties from HM Revenue and Customs (HMR&C).

	
	Standard
	   Zero
	Exempt
	Non-business

	Sports Development courses            
	
	
	(
	

	Private telephone calls                     
	(
	
	
	

	Payphones                                       
	(
	
	
	

	Book sales                                                                   
	
	(
	
	

	Children’s clothing (Note 1)                                         
	
	(
	
	

	Adults clothing                                  
	(
	
	
	

	School uniform (Note 1)                                               
	
	(
	
	

	Exam/enrolment fees                        
	
	
	
	(

	Sale of work from classes to pupils
	
	
	
	(

	School trips - curriculum based 
	
	
	
	(

	Training/retraining courses 
	
	
	(
	

	Equipment (Note 2) 
	
	
	
	(

	Meals supplied to pupils at Council schools by the Council
	
	
	
	(

	Vending machine supplies at schools within canteen
	
	
	
	(

	Vending machine supplies at

Schools outside canteen
	(
	
	
	

	Printed Matter
	(
	(
	
	

	Games
	(
	
	
	

	Meals supplied to adults at

Council schools 
	(
	
	
	

	Lettings
	
	
	
	

	       - room only
	
	
	(
	

	       - use of equipment only 
	(
	
	
	

	       -sporting (Note3)
	
	(
	
	

	       - sporting < 10 lets 
	
	(
	
	

	       - non sporting 
	(
	
	
	

	       - mixed 
	(
	
	
	

	       - catering 
	(
	
	
	

	School Inspection Service                                         - to Council schools
	
	
	
	(

	OfSTED /GM Schools

              - inspections
	
	
	(
	


School uniform 34 inches and above with school logo supplied to children at juniors and below is zero-rated. All sizes below 34 inches are zero-rated. All sizes 34 inches and above, with the aforementioned exception, are standard-rated.

Provided that equipment is mobile, is brought to school at least once a week, and the item is sold at cost or below, the sale to pupils is non-business and VAT can be recovered on the purchase.

The letting of sporting facilities is exempt where 10 lets are booked at one time for the same facility with a gap of not more than 2 weeks between each let. Payment can be made in stages provided the series of lets are for more than 10 weeks. If the rules do not apply, the lets will be standard-rated.

7.3 Construction Industry Scheme (CIS) 

7.3 Payment of individuals

All payments to individuals for the reimbursement of travel expenses will be made through payroll except where the payments are paid directly by the school (e.g. rail fare). 

Any gifts to individuals should be declared by the recipients.  (See section 3.5 for gifts that are unacceptable).

No direct payment will be made to an external individual without confirming that it is an appropriate payment to ensure all personal taxes are paid.  Advice should be available from the schools payroll provider or HM Revenue & Customs.  

8 INCOME (see also Charging and Remission Policy – Appendix 7)
The Governing Body has overall responsibility for ensuring that all income due to the school is properly accounted for. 

Funds, where possible are collected via the sQuid system within Weduc, e.g. dinner money, breakfast club, school visits. Where funds have be collected in school Teaching staff are not responsible for the counting of money.  The School Business Manager is responsible for the overall collection of money and the receipting of it and also the reconciliation of funds via sQuid with FMS. Money collected from pupils are enveloped with the name, amount and purpose on the outside and then put into in the locked box in the Octagon and then checked, recorded and put into the safe by School Receptionist on same day. Errors are immediately notified to the School Receptionist as confirmation and the originator is also informed of discrepancies

 The School Receptionist is responsible:

· for following the school’s Dinner Money Debt Policy in the collection of any debts for dinners and breakfast club. .
· reconciling individual day visits.

The Administration Assistant is responsible:

· for chasing outstanding debts on clubs

· reconciling individual residential visits.
8.1 Grant Income

The Head Teacher is responsible for determining the level of grant that the school should receive each year and ensuring that the necessary forms are completed on time. 

8.2 Non Grant Income

Receipts are given for all amounts of non grant income over £50 in value.  In the case of residential school trips, reducing balances are shown on sQuid within Weduc. 
8.3 Letting of School Facilities

The school may retain all the income from lettings of the school premises which would otherwise accrue to the LA, subject to an alternative provisions arising from any joint-use or (Private Finance Initiative) agreement.  The school is permitted to cross-subside lettings for community and voluntary use with income from other lettings, provided there is no net cost to the school's budget share. 

All lettings of school equipment and facilities must be in accordance with the school's terms of letting and the rates currently in force prepared and approved by the Policy and Finance Committee and formally approved by the governing body.  Free use and charges below economic cost are not permitted. 

The School Business Manager considers all enquiries and the level of costs involved before granting a booking.  Letting rates are subject to review by the Policy and Finance Committee annually. The Governors’ rates for letting of the school premises is included in the school letting policy.
All hiring of school equipment and facilities is recorded on the school diary by the School Business Manager. 

The lettings records are subject to quarterly review by the Head Teacher to ensure that all lettings have been invoiced. 

When a letting is provisionally booked the hirer completes a hire form. 

An invoice is raised by the School Business Manager who ensures all monies are received before the letting takes place.  The School Business Manager who records the receipt on the computer and banks the income in the usual manner. 

8.4 Fund Raising Events organised by the school (not School Association)

The school may retain all income from fund-raising activities. 

It is the responsibility of the event organiser to ensure all income is handed over to the School Business Manager who records the receipt on the computer, temporarily holds monies in the safe before banking the income in the usual manner. 

8.5 School Visits
When planning an excursion, the consent of the Head Teacher for visits less than a school day and governing body for longer visits, must be obtained before any commitment is made to pupils, parents, or third parties.  Letters are sent to all parents requesting a voluntary contribution to cover the total cost of the excursion. 

All monies received for excursions are to be paid via sQuid within Weduc.   The School Receptionist’s responsible for keeping adequate records of income and expenditure relating to day visits and Admin Assistant for residential visits. 

All expenditure in connection with excursions is subject to the same procedures as other expenditure. 

At the conclusion of each excursion an Admin Assistant prepares a final income and expenditure account for day trips and residential visits and a copy is sent to the Head Teacher. 

8.6 Fees and Charges

The school may retain income from fees and charges, except in respect of any service provided by the LA from centrally-retained funds. 

8.7 Unpaid invoices

Information about unpaid invoices are initially taken to the Policy and Finance Committee and they then recommend action to the Governing Body for final decision.

8.8 Bad Debts

Bad debts are only written off when the school has followed all possible procedures to ensure their recovery.  The Head Teacher can write off any debt under £25.  All debts above £25 should be reported to the Governing Body before action is decided.  At the end of the financial year the School Business Manager will notify the LA of the number of cases and total value of debts written off (if any).  If the total cumulative debts of more than £100 need to be written off in any one year then the Head Teacher will consult with the LA. 

8.9 Safe

All cash and cheque books are kept in the safe except when being processed.  The School Receptionist Key must be stored in a locked cupboard overnight.  The limit for cash in the safe is £1,500 subject to the written approval by the LA. 

A safe logbook is maintained by the School Receptionist of all items not recorded on the finance system and is updated every evening. 

8.10 Cash Collection

The school is now cashless and any cheques or cash received are paid into the bank by Caretaker.
9 BANKING
9.1 Bank Accounts

The school only operates bank accounts selected from the LA approved list in the Scheme.  

The school ensures that all transactions on its bank accounts comply with the LA's Scheme and with relevant, current accounting instructions and procedures issued by the Director of Finance and Information Technology. 

The school does not overdraw its bank account or make arrangements with its bankers for overdrafts, loans or any other form of credit or deferred purchases.  The bank has been informed that the school is not allowed to borrow funds and that no account should be allowed to become overdrawn. 

The school does not offer any security to the bank. 

The school has one interest bearing bank account and the details of the account is listed in Appendix 2

No new bank account or change in the current bank account should take place without a formal authorisation of the Governing Body.  The school and members of the school will not make use of any private bank accounts for school business.

Procedures for bank reconciliations are as follows: 

	Account
	Frequency
	Performed by


	Reviewed by

	Public Fund
	Monthly
	School Business Manager
	Head Teacher 


All bank reconciliations are performed by the School Business Manager, normally within thirty working days of the month end and are reviewed by the Head Teacher.  Signing the reconciliation evidences the review of each bank reconciliation. 

Current signatories are listed in Appendix 2.  Any of these signatories leaving the school will immediately cease to be a signatory and the bank needs to be informed by the School Business Manager (or Head Teacher in the case of the School Business Manager not being available).  Any new signatory will need to provide specimen signatures on the banks proforma.

Changes in the arrangements for standing orders and direct debits, need the written authorisation of the Head Teacher and one other authorised signatory.

The public fund account does not pay for any non-LA activities.
9.2 Cash banking

Cash and cheques are locked in a secure place prior to banking to safeguard against loss or theft.  All cash is banked intact and without delay and recorded on paying-in slips.  Bank paying-in slips show the split of cash and cheques and reference cheques to the related debt.  Cheques are identifiable by reference to the receipt numbers and names of the drawers and cash by reference to receipt numbers. 

All cash and cheques are processed by the School Business Manager and banked by the Caretaker.  Where unusually high levels of cash are received these are banked on the day of receipt.  In no circumstances should cash holdings on the school premises exceed £1,500 (the insured value). 

9.3 Cashbooks

Cashbooks are kept for all accounts in a computerised format for public and non-public funds. 

9.4 Investments

No investments are made other than in the bank accounts listed in Appendix 3. 

The school only receives money from: 

· the LA and DfE
· VAT and tax reimbursements
· contributions towards school expenditure by private funds or charities
· any other permissible sources (as defined by the LA) 

All cheque payments from the bank accounts require two authorised cheque signatories.  The cheque signatories are listed in Appendix 2.  All cheque books and other stationery are kept in a locked safe.  All bank statements are filed sequentially. 

10 PETTY CASH 

The School does not operate a Petty cash system.  Reimbursement of small purchases by staff is made by cheque and details are in section 6. 

11 PAYROLL

The Governing Body formally approves all appointments, terminations and salary levels. 

The Payroll Provider (see Appendix 3 for details) has been informed to accept instructions only from the Head Teacher and School Business Manager.  They have also been instructed not to accept changes authorised by a person changing his/her own salary.  The Chair of Governors notifies any changes to the Head Teacher’s salary to the Payroll Bureau, via the School Business Manager. 

Changes include leavers and starters, changes of duties, sickness and maternity. 

Net payments to staff and Inland Revenue payments are made by the payroll agency.  The Teachers' Pensions payments are made by the LA who pay the money to Teachers' Pensions Agency. These charges are then recharged to the school via the monthly payment demand from the LA. 

Overtime claims are completed at the end of each month and paid with the following month's salary.  Mileage claims are reimbursed through payroll and all other expenses paid via cheque.  Overtime claims and expense claims are authorised by the Head Teacher.  Overtime claims and mileage claims are not returned to the claimant after authorisation but passed direct to the School Business Manager who sends them to the Payroll Bureau. 

All personnel files are kept in the locked cupboard in the School Business Manager’s office.  Access is restricted to the Head Teacher, School Business Manager, Admin Assistant and in special circumstances the Head Teacher’s file may be available to the Chair of Governors and Chair of Personnel Committee.
11.1 Monthly procedures

The following procedures take place on a monthly basis and are performed by the School Business Manager unless otherwise indicated: 

· standard data amendment forms are completed in respect of any starters, leavers, etc., and authorised by the Head Teacher, prior to despatch to the Bureau; 

· overtime claims are summarised by the School Business Manager on a monthly basis and processed via iTrent following authorisation by the Head Teacher, except for the School Business Manager’s which is emailed to the Bureau for processing.  Overtime should only be worked after permission has been granted by the Head Teacher; 

· the Head Teacher reviews the overall staff costs against budget on a monthly basis; 

· the payroll details received from the Bureau are checked to ensure all amendments such as overtime and supply staff have been made correctly; 

· the gross pay for each employee is checked against the FSST produced spreadsheet and the reasons for any variations noted; 

· the School Business Manager reconciles gross pay as per the payroll to personnel records annually. 

· The School Business Manager checks the First Run Payroll sheets from Liberata against the budget, overtime sheets and absence return and advises Liberata via email of any errors.  The Head Teacher reviews and signs the Final Run Payment sheet once the School Business Manager has checked them. 

· The Governors will consider the issues around seeking repayment on an individual basis on any instance where a member of staff has been overpaid. 

12 VOLUNTARY FUNDS

The school ceased to use Voluntary Funds from 1 April 2003. 

13 INSURANCE

Where funds for insurance are delegated to the school, the LA requires the school to demonstrate that cover relevant to the LA's insurable interests, under a policy arranged by the governing body, is at least as good as the relevant minimum cover arranged by the LA. 

· the adequacy of insurance is reviewed annually, under the review of Service Level Agreements made by Policy and Finance Committee when agreeing the budget.
· details of all insurance policies held by the school are kept in the school’s finance office under the control of the School Business Manager, a list of policies being given in Appendix 3; 

· the insurers are notified of all new risks, property and equipment which require insurance or any alteration affecting existing insurance on a termly basis; 

· the school will not give any indemnity to a third party without the written consent of their insurers; 

· the school immediately informs its insurers and the LA of all accidents, losses and other incidents which may give rise to an insurance claim.  Claims under an insurance policy are authorized by the Head Teacher prior to submission to the insurance company; and

· insurance arrangements cover the use of school property when off the premises except for when in unattended vehicles. 

· Separate accident books for pupils and for others including staff are kept in the school office. 

14 ASSETS
14.1 Asset register

The Governing Body is responsible for maintaining the school's assets securely. 

The Head Teacher oversees maintenance of the asset register.  It is the policy of the school to enter individual acquisitions with a cost greater than £250 onto the asset register, although items of a lower value may sometimes be included.  That is where a number of items are purchased together when the overall value is material, i.e. classroom desks and chairs.  The Caretaker is responsible for ensuring that all assets are marked as belonging to the school, except for items under Operational Leases, e.g. photocopiers. 

The School Business Manager notifies all new items of value greater than £250 to the Caretaker.  The Caretaker then arranges for the items to be security marked.
At the beginning of the Autumn term the School Business Manager sends an asset listing to Caretaker.  Caretaker is required to check the existence, condition and adequacy of security marking for the assets under their control and report any differences.  This procedure is completed by half term.  The School Business Manager follows up discrepancies and reports any significant losses to the Governing Body. 

All assets removed from the school site are recorded in a register held by the School Business Manager and signed back on their return 

14.2 Disposal of Assets

If items are no longer required and their estimated residual value exceeds £1,500, the items must be sold.  Otherwise all disposals of assets are authorised by the relevant Budget Manager, Head Teacher or Governing Body up to their limit as shown in the table below.  

	
	Upper limit
	Recording of decision

	Budget Manager
	£50
	In relevant asset register/stock book

	Deputy Head Teacher
	£250
	Proposal to Deputy Head Teacher in Head Teacher’s absence by relevant Budget Manager.  Decision made by Deputy Head Teacher. Reported to Governing Body

	Head Teacher
	£500
	Proposal to Head Teacher by relevant Budget Manager.  Decision made by Head Teacher. Reported to Governing Body

	Governing Body
	>£500
	Proposal by Head Teacher to Governing Body. Decision made by Governing Body with minutes recording decision.


The Governing Body should minute their approval of all disposals especially where the Head Teacher has submitted a report to the Governing Body stating the reason for disposal and recommended the method of disposal.  The Head Teacher is responsible for notifying the LA where this is necessary.
14.3 Losses

All losses are reported to the School Business Manager.  The School Business Manager informs the police if the loss is as a result of burglary or theft and the insurance company is informed at the same time.  Action is taken immediately to prevent further loss. 

The School Business Manager maintains a record of losses and insurance monies received.  The Governing Body is informed of all losses and the LA is notified as appropriate. 

14.4 Leasing

The Policy and Finance Committee is responsible for approving all leasing and hiring arrangements.  These are reported to the Governing Body. 

14.5 Security of safe and keys

The Caretaker holds a list of all persons with keys to the safe and any external door to the school.  This list is updated (with date) when keys are either returned or issued.  

15 DATA SECURITY  

The school initially registered with the Data Protection Registrar on 31 July 1993 and payments continue on an annual basis, the last occasion being listed in Appendix 3.
A list of what has been registered with the Data Protection Registrar is in the data Protection File in the School Office. 

The Head/Senior Leadership Team and the School Business Manager deal with confidential payroll information. 

The passwords for the computer system are changed annually. 

There is a procedure in place whereby the system will be aware of illegal login attempts. 

System back-up 

Data information is backed-up off site.

The school uses virus prevention software that is regularly updated.  See Appendix 3 for details. 

In the event of a need for recovery the plan is to contact the school ICT Service and ask for support including the use of loan equipment.

The school ICT service supplier checks that the data can be restored on a termly basis. 

16 AUDIT
The school comes within an internal audit regime determined by the LA, and within the LA external audit regime as determined by the Audit Commission.  The school provides access as necessary for audit purposes to its records, for both internal and external auditors. 

The DfE requires the school to obtain and provide to the LA annual audit certificates in respect of any voluntary and private funds held by them and of the accounts of any trading organisations controlled by them.  However, the LA will not itself audit such funds.  The auditor of non-public funds must not be connected with the administration of those funds.  Any other requirement as to the audit of such funds is a matter for those making the funds available and for the Charity Commission where charitable trusts are concerned. 

17.
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Appendix 2: Information specific to St John’s School – staff related
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Posts, Post Holders and Cheque Signatories as at date of last revision
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Appendix 6:  Responsibilities including Role of the Finance Governor

Appendix 7:  Charging and Remission Policy

APPENDIX 1:  General information not relating specifically to St John’s School

Relevant website addresses

	
	

	
	

	
	

	
	

	Croydon Council Schemes for Financing Schools
	https://www.croydon.gov.uk/sites/default/files/Appendix%20A%20-%20Scheme%20for%20Financing%20Schools%20-%20January%202019.pdf

	Council Financial regulations
	https://www.croydon.gov.uk/sites/default/files/articles/downloads/Part%204.H%20-%20%20Financial%20Regulations%20May%202016.pdf

	
	

	DfE – Schools Resource Management
	https://www.gov.uk/government/collections/schools-financial-health-and-efficiency


Other external related documentation

	
	Document
	Provider
	Last update

	1. 
	Croydon HR Handbook
	Octavo
	

	2. 
	Statutory Instrument 2000 No 2122
	DFE
	

	3. 
	Schemes for Financing Schools
	DFE
	February 2014

	4. 
	Schools Financial Health & Efficiency
	DfE
	24 January 2017


APPENDIX 2:  Information Specific to St John’s School - staff related

Authorised users of the School Finance Software

	Post
	Post holder
	Read /Write

	Head Teacher
	Martina Martin
	Read /Write

	Senior Management Teacher
	Emma Baker
	Read /Write

	Deputy Head
	Rachel Evans
	Read/write

	School Business Manager
	Lisa Murphy
	Read /Write

	School Receptionist
	Faye Redman
	Read /Write

	Admin Assistant
	Carina Bryars
	Read/Write

	FSST budget adviser
	JCA – John Fennell
	Read /Write

	FSST System/network manager
	Lisa Murphy/ OpenAir Systems Ltd
	Read /Write

	
	
	

	
	
	


Posts, Post Holders and Cheque Signatories as at date of last revision

	Post/ area of responsibility


	Post holder
	Budget holder
	Cheque signatory

	Chair of Governors
	John Phillipson
	No
	No

	Chair of Policy and Finance Committee
	John Phillipson
	No
	No

	Head Teacher
	Martina Martin
	Yes
	Yes

	Deputy Head Teacher
	Whitney Andrews 
	Yes
	Yes

	Senior Management Teacher
	Emma Baker
	Yes
	Yes

	School Business Manager 
	Lisa Murphy
	No
	Yes

	Administration Assistant
	Carina Bryars
	No
	Yes

	School Receptionist
	Faye Redman
	Yes
	No

	
	
	
	

	Staffing budget
	Martina Martin
	Yes
	No

	Staff training
	Martina Martin
	Yes
	No

	Administrative Supplies
	Faye Redman
	Yes
	No

	Consumables
	Faye Redman
	Yes
	No

	Furniture and Equipment
	Martina Martin
	Yes
	No

	Premises
	Martina Martin
	Yes
	No

	Cleaning consumables
	Warren Bolton
	Yes
	No

	Literacy
	Literacy Co-ordinator
	Yes
	No

	Mathematics
	Numeracy Co-ordinator
	Yes
	No

	Science
	Science Co-ordinator
	Yes
	No

	Music
	Music Co-ordinator
	Yes
	No

	Foundation stage
	Reception Teacher
	Yes
	No

	Design and Technology
	DT Co-ordinator
	Yes
	No

	PE
	PE Co-ordinator
	Yes
	No

	Information Technology
	ICT Co-ordinator
	Yes
	No

	History
	History Co-ordinator
	Yes
	No

	Geography
	Geography Co-ordinator
	Yes
	No

	Art
	Art Co-ordinator
	Yes
	No

	RE
	RE Co-ordinator
	Yes
	No

	PSHE
	PSHE Co-ordinator
	Yes
	No

	Special Needs
	Inclusion Manager
	YES
	NO


APPENDIX 3: Information specific to St John’s School – non staff related

Revisions to this Financial Policy and Procedures Document

	Version number
	Date approved by Governing Body

	1 
	18 June 2003.

	2
	28 January 2004

	3
	15 March 2004

	4
	1 February 2005

	5
	18 January 2006

	6
	20 June 2007

	7
	18 November 2009

	8
	3 November 2010

	9
	8 February 2012

	10
	21 November 2012

	11
	20 November 2013

	12
	19 November 2014

	13
	18 March 2015

	14
	18 November 2015

	15
	22 November 2016

	16
	27 March 2018

	17
	27 March 2019

	18
	24 March 2020


Admin Software used 

	Software area
	Package
	Version
	Last upgraded 

	Virus protection
	Sophos
	Updated monthly
	

	Finance 
	FMS6 Capita 
	
	

	Personnel
	SIMS personnel
	
	

	Pupil
	SIMS.net
	
	

	
	
	
	


Bank Account Details

	Bank
	Account Number
	Title

	NatWest

Croydon High Street

PO Box 332, 1 High street

Croydon CR9 1UY
	58783776
	London Borough of Croydon RE St John’s Primary (public)


Insurances held by the school

	Area covered
	Policy 
	Number

	Buildings
	Croydon LA SLA (renewable in April)
	-

	Contents
	Croydon LA SLA (renewable in April)
	-

	Public Liability
	Croydon LA SLA (renewable in April)
	-

	
	
	-

	Teacher illness
	Self Insured
	-

	Teacher maternity
	Self Insured 
	-

	Site Manager illness
	Self Insured
	-

	
	
	

	Travel
	Croydon LA SLA (renewable in April)
	


Current Contracts and Service Agreements

	Current Contracts
	Contact details
	Description
	Date for renewal
	Date last assessed for Best Value

	AquaAid
	
	Drinking Water Coolers
	August 2019
	

	Stobarts
	
	Grounds Maintenance
	April 2021
	April 2018

	Canon
	
	Hygiene Bins
	April 2020
	

	Canon UK
	
	Photocopiers
	Nov 2020
	Nov 2017

	Croydon SLA
	
	Legal Advice
	April 2020
	

	Veolia (via Croydon(
	
	Refuse collection
	April 2019
	

	LA Authority Central Contract
	
	Water
	
	

	SSE
	
	Electric supply
	April 2020
	

	Total Gas & Power
	
	Gas supply
	November 2020
	

	City Fire
	
	Fire extinguisher maintenance
	
	

	AIP
	
	School catering
	April 2021
	April 2018

	Initial Washroom
	
	Towels
	April 2020
	

	JPS Maintenance
	
	Central heating maintenance 
	November 2020
	October 2012

	SDBE
	
	Voluntary Aided Primary School Service Level Agreement
	April 2020
	

	Liberata
	
	Payroll
	April 2020
	

	JCA
	
	Financial Support
	April 2020
	

	Daisy Communications
	
	Phone lines and calls
	April 2020
	November 2016

	OpenAir
	
	Phone maintenance
	April 2020
	July 2017


Official Registrations held by the school

	Item
	Reference number
	Date of last registration
	Date of next renewal

	
	
	
	

	Data protection register
	Z6308388
	9 January 2020
	9 January 2021

	CLEAPSS
	Via Croydon
	April 2019
	March 2020

	Copyright Licensing Agency (CLA)
	Via Croydon
	April 2019
	March 2020

	Educational Recording Agency (ERA)
	Via Croydon
	April 2019
	March 2020

	CCLI Licence Certificate
	Via Croydon
	April 2019
	March 2020

	Public Video Screening (PVS) Licence
	Via Croydon
	April 2019
	March 2020

	Motion Picture Licensing Compnay (MPLC)
	Via Croydon
	April 2019
	March 2020

	Performing Rights Society (PRS) Music Copyright
	Via Croydon
	April 2019
	March 2020

	Phonographic Performance (PPL) Copyright
	Via Croydon
	April 2019
	March 2020


Other St John School related documentation

	
	Description
	Location Ref
	Version Date 
	Date to be reviewed

	1. 
	Terms of reference of the Governing Body and associated committees are to be found in the school office
	School Office
	
	   Annual

	2. 
	Role of the Head Teacher, budget holders, finance admin staff
	Financial Procedures Section 3.3
	
	

	3. 
	Best Value statement
	Appendix 5
	Nov 2013
	With this policy

	4. 
	Lettings Policy
	
	March 2019
	March 2020

	5. 
	School Development Plan
	Head Teacher
	2019/2020
	Annual

	6. 
	Job description  - School Business Manager
	School Office
	March 2019
	As required

	7. 
	Budget plan
	Budget File: in School Office
	2019/2020
	Quarterly

	8. 
	Register of pecuniary interests
	School Office
	
	Annually at beginning of year

	9. 
	Specimen quarterly monitoring return presented to the Policy and Finance Committee 
	Budget File: in School Office 
	
	End of each quarter



	10. 
	Details of returns to other committees
	School Office
	
	

	11. 
	Data Protection Register 
	File in School Office
	
	


APPENDIX 4: Best Value Statement (March 2020)
The Governing Body and Staff of St John’s are committed to achieving Best Value in all the decisions made.  We use the principles of Best Value as they apply to securing continuous improvement in this school and we will:

· Regularly review the functions of the school, challenging how and why services are provided, and setting challenging targets for improvement with identified performance indicators.

· Monitor outcomes and benchmark our performance, both within the school and with similar schools.

· Consult appropriate stakeholders before we make major decisions.

· Build competition into the process of purchasing goods and services, through quotations and tenders, contract renewals to ensure that we secure the best goods and services for our school in the most economic, efficient and effective way.

We are committed to meeting the needs of our pupils through using resources as effectively as possible.

This statement will be submitted with the annual budget plan.  

The monitoring of the school development plan links with the progress of the annual budget plan, and Best Value principles are applied to help determine how we are securing continuous improvement.

The school has in place strategies to ensure that Best Value can be demonstrated within different aspects of our work, including: 

(a) curriculum, 

(b) staffing,

(c) the school premises/environment, 

(d) resources, 

(e) financial management.

We recognise that Best Value can also be identified as the focus for review, as part of our on-going plans for evaluation and school improvement. 

APPENDIX 5: School specific proformas

	Description
	Location Ref
	Version Date 
	Date to be reviewed

	School specific order form
	Office Form Folder
	
	


APPENDIX 6: Responsibilities
Governors

· Approval of ‘Financial policy and procedures’

· Budget approval

· Regular monitoring

· Accountability to LA and parents

· Delegation to Head Teacher

· Receiving reports of virements authorised by the Finance Committee

· Ensuring that financial statements required by the LA are produced

Policy and Finance Committee

· Production, evaluation, development and documentation of ‘Financial policy and procedures’

· Establishment of annual budget

· Amendments to the Budget plan during the year must be recorded in the Policy and Finance Committee Minutes

· Monitoring of income expenditure on at least a termly basis

· Reporting on a termly basis to the full Governing Body

· Receiving reports of virements authorised by the Head Teacher

Membership is as follows:


Chair and Vice-Chair of Governors

Head Teacher and/or Deputy Head Teacher

Chair of Curriculum, Quality & Standards Committee*
(*or their representative, who shall be a Governor)

Chair of Personnel Committee*


Chair of Premises & Expansion Committee*

Chair of the Ethos Committee*
Head Teacher

· Preparation of draft budget

· Reporting to Governors

· Budgetary control in order to ensure that expenditure is kept within the budget plan

· Virement within limits

· Monitoring of expenditure

Deputy Head Teacher

· Undertake Head Teacher responsibilities in their absence
Budget Holders

· Placing of orders according to working practice

· Accountability for cost centre

· Approval of invoices for processing

· Checking Deliveries

School Business Manager
· Processing of orders and invoices

· Receipt and banking of income

· Preparation of cheques

· Recording of income and virement

· Summary reports for Budget holders

· Drafting of reports for Head Teacher and Governors
· Detailed monitoring of budget

· Monitoring of day to day procedures

· Bank reconciliation

· Ensuring that ‘Financial Policy and Procedures’ document is updated when required by the Governing Body
School Receptionist and Caretaker
· Confirming receipt of orders and services
St John’s C of E Voluntary Aided Primary School, Croydon
CHARGING AND REMISSION POLICY

DATE WRITTEN:
March 2020
Frequency of review
Annual

Reviewed by 

P&F
APPENDIX 7:  CHARGING AND REMISSION POLICY

1.
INTRODUCTION

The School recognises the valuable contribution that the wide range of additional activities, including trips clubs and residential experiences, can make towards pupils’ education. 

The School aims to promote and provide such activities both as part of a broad and balanced curriculum for the pupils of the school and as additional optional activities.

2.
CHARGES

The School reserves the right to make a charge in the following circumstances for activities organised by the school:

· School Journeys in school hours
The board and lodging element of approved residential activities deemed to take place in school hours.

· Activities outside school hours
The full cost to each pupil of all approved activities deemed to be optional extras taking place outside school hours.

· Consumables Charges
The cost of materials, ingredients, equipment (or the provision of them by parents) for subjects, such as DT, Science, Art/Craft.
· Hiring of Instruments
The loaning of school instruments to parents to support children’s 1 to 1 lessons.

The School reserves the right to charge for ingredients and materials or require them to be provided if the parents have indicated in advance that they wish to own the finished product.

3.
GENERAL

The School may, from time to time, amend the categories of activity for which a charge may be made.  Nothing in this policy statement precludes the School from inviting parents to make a voluntary contribution towards the cost of additional activities which takes place in school time.  Parents may be advised that the continuance of an activity may depend on a minimum of 90% of voluntary contributions being received either from voluntary contributions or the pupil premium grant, but once it has been decided to run such an activity no qualifying pupil will be excluded on the grounds of failure to pay the voluntary contribution. 
4.
REMISSION

Where a pupil is entitled to Free School Meals* (see below), the School will offer to remit in full the cost of full board and lodging for any residential activity which is deemed to take place in school hours or where it forms part of the syllabus for the National Curriculum.

The School may wish to remit in full or in part the cost of other activities for particular groups of parents, for example, in the case of family hardship.  Such parents will be invited to apply in confidence for a remission of charges in full or in part.  Authorisation for such remission will be made by the Head Teacher in consultation with the Chair of Governors.

_____________________________________________________________________________________* Entitlement to Free School Meals is currently where the parent is receiving Income Support, Income-Based Job Seeker’s Allowance, Child Tax Credit (where there is no entitlement to Working Tax Credit and where annual income does not exceed £16,190) or support under Part IV of the Immigration and Asylum Act 1999, Working Tax Credit run-on – paid for 4 weeks after you stop qualifying for Working Tax Credit, Universal Credit – if you apply on or after 1 April 2018 your household income must be less than £7,400 a year (after tax and not including any benefits you get).
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Dinner Money and Breakfast Club Debt Policy & Procedures 
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NEXT REVIEW:
March 2021
BACKGROUND TO THIS DOCUMENT

Since January 2007 St John’s has moved onto a cashless system for dinner payment under a central Croydon Council project. All payments are made either online via a system called sQuid within Weduc..

The responsibility of ensuring payments are made by parents lies with individual schools. In addition Croydon Council cannot and will not sustain any debts outstanding and will charge individual schools on a half term basis. Therefore, a debt policy is required to ensure school dinner debts are kept to a minimum. 

Research has been made into existing policies within Croydon schools with the most extreme working on the basis of “no money, no meal.” However, in writing a policy for St Johns the School Governors wished to implement one that ensured meals are paid for, whilst aiding parents/carers during financial difficulties and ensuring children still receive a meal at lunchtime.

As Breakfast club payments can now also be made via sQuid within Weduc and the policy has been extended to include any debts for this service as well.

Procedures

In collecting any outstanding debts a step-by-step process will be followed.  The time between steps may vary depending on factors such as the level of debt and the time period within a term. The next step will be implemented if the debt has not been repaid or any contact made with Mrs Martin or the school office.

STEP 1 -Debts will be reviewed daily and a text will be sent to parents/carers by the School Receptionist saying “Dear Parent/Carer, There is an outstanding amount on child’s name ParentPay dinner/breakfast club account, please can you arrange for it to be cleared. Thank you”  

STEP 2 – After 2 working days “Debt Letter Strong” will be sent in the children’s book bags. See Appendices 1and 2 for letters

STEP 3 – After a further 2 days a text will be sent to the parents/carers by the School Receptionist saying "Please can you clear the outstanding amount on child's name, which currently stands at £X.XX. Thank you".

STEP 4 – After a further 2 days the School Receptionist will phone the parent/carer to ascertain whether there is any technical problem.

STEP 5 – If there is no response, then a letter is sent to parents from the Head Teacher. See Appendix 3 for letter

Summary

It is the policy of the governors that debts should be pursued so the final stage is the referral of outstanding debts to the governors.  The governors will take action to recover the debts, possibly through the Small Claims Court, and this action may also include a referral to Social Services for neglecting to provide a meal.

 Appendix 1 “Dinner Debt Letter – Strong” 

Dear Parent or Guardian

You will recall my letter/email from last week informing you that there was an outstanding balance for <PupilForename/>’s dinner money. I am concerned to note that the balance still remains or has increased to <Balance/>.

Please arrange to credit the account immediately.

You can do this viathe secure online payment system Weduc, using the login already provided 

Since non-payment for school meals affects the quality of service we offer to the children, we need to ensure that all payments are up-to-date; therefore, can you please ensure the account remains in credit in future.

The price of a school meal is £2.20 per day - £11.00 per week.

As I said in my last letter/email I do realise that there are occasionally circumstances where payment of an outstanding amount can cause difficulty and, if this is the case, I would encourage you to come and see me privately to discuss the options available.

Yours sincerely

Martina Martin

Head Teacher

Appendix 2 “Breakfast Club Debt Letter – Strong”
Dear Parent or Guardian

You will recall my text that there was an outstanding balance for <consumerforename/>'s breakfast club account. I am concerned that the balance still remains/or has increased to <balance/>. 

<b>Please arrange to credit the account immediately.</b>

You can do this via
the secure online payment system Weduc, using the login already provided 
The price of a breakfast session is £5.00 per day.

I do realise that there are occasionally circumstances where payment of an outstanding amount can cause difficulty and, if this is the case, I would encourage you to come and see me privately to discuss the options available.

Yours sincerely
Martina Martin
Head Teacher

Appendix 3 Letter from Head Teacher 
Dinner Money
Since the start of the school year our office staff have had to constantly chase you to clear the outstanding amounts pupil’s name dinner money/breakfast club account. This exercise is extremely time consuming, therefore, I would appreciate you making arrangements to clear the outstanding debt and ensure that pupil’s name account is in credit prior to him having dinner/attending the breakfast club in future.

If the debt isn’t cleared or constant chasing is required I will have no option but to refer the situation to the School Governors in line with our Dinner Money and Breakfast Club Debt Policy.

At the time of writing pupil’s name account stands at £12.20 in debt.

Yours sincerely

Martina Martin

Head Teacher
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