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Composition  

2 Parent Governors 

1 LA Appointed Governor 

1 Staff Governors 

4 Co-opted Governors 

2 Associate Governors 

1 Headteacher 

 

Role:  

To provide a strategic view of how the school will effectively use the financial resources 

under its control to raise standards of achievement and promote effective teaching and 

learning. 

To oversee that procedures are in place which ensure accountability for and the proper 

stewardship of the public money delegated to the school. 

 

Responsibilities: 

 To discharge statutory responsibility for the oversight of financial management in the 

school. 

 To monitor and evaluate the effectiveness of the school’s financial management                    

procedures and ensure that the school’s financial arrangements comply with the City 

Council’s Corporate Financial Framework and the Scheme for Financing Schools of the 

Local Education Authority. 

 To require all governors and members of staff to declare any links they have with firms 

from which the school might wish to buy goods or services; to ensure that a register of 

such interests is maintained by the Headteacher on behalf of the Governing Body and 

is open to inspection, (i.e. Business Interest Forms.) 

 To develop the School’s medium term educational and budget plan (covering at least 

3 years) indicating the intended use of resources in achieving its educational goals. 

 To approve the school’s annual spending plans.  

 The full Governing Body has elected to delegate responsibility for the financial                  

administration of the school budget including the overseeing of its preparation,                

monitoring its implementation and controlling expenditure against it to the  Governors 

Committee. 

Organisation of Financial Responsibility & Accountability 

Full Governing Body 



 The statutory responsibility for the oversight of financial management in the school will 

remain with the full Governing Body. 

 

Reporting Arrangements: 

The Governors Committee will report back to the full Governing Body who will consider 

the minutes of the Committee and endorse their recommendations where  appropriate. 

The decisions made by the full Governing Body and the Governors Committee under its 

delegated powers are binding on all governors  

Composition  

Chairperson:     Chair of Governors 

Committee Members:  Headteacher  

      Governors 

Role:  

To ensure proper financial administration arrangements are in place that enable the 

Governing Body to fulfil its statutory responsibilities for financial management and also 

demonstrate the achievement of key financial administration standards required by             

OFSTED and the Audit Commission. 

To oversee the management of the school’s finances within the framework established 

by the Sheffield Scheme for Financing Schools and the City Council Financial Framework. 

 

Responsibilities: 

 To ensure the budget reflects the school’s prioritised educational objectives, seeks to 

achieve value for money and is subject to regular effective monitoring. 

 To establish formal procedures and a timetable for planning the budget to ensure that 

all relevant factors are considered. 

 To ensure that planned expenditure for each year does not exceed the available         

resources. 

 To monitor the amount of each budget allocation in the light of known activity and to 

take decisions on the virement of funds between budget heads, subject to the advice 

of the Headteacher and in the interests of the school achieving its overall aims and 

objectives. 

 To ensure that the school has sound internal financial controls in place which                     
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Governors Committee 



safeguard the probity of its financial transactions and the reliability and accuracy of its 

financial records.  

 

Reporting Arrangements: 

The Committee will receive: 

 Reports on the annual school budget process and proposed spending plan. 

 Quarterly monitoring reports showing spending and receipts, including sums commit-

ted but not yet paid for against the school’s approved budget; explanation of major 

variances; details of corrective action taken; and a forecast of the expected year 

end position. 

 Final year end report including a review of the school’s performance and an assess-

ment of progress against objectives in the School’s plan. 

 Quarterly monitoring reports showing departmental / cost centre spending against ap-

proved allocations. 

 Quarterly Cash flow reports. 

    

Delegated Authority: 

The Governors Committee has authority to make decisions on behalf of the full Govern-

ing Body to enable it to fulfil the responsibilities shown above. Decisions or recommenda-

tions will be reported to the full Governing Body for ratification. 
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The Headteacher 
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Composition: 

The School Manager (OM)  

   

Role: 

To maintain and develop the school’s systems of internal control and financial                        

administration to enable the proper processing of the school’s transactions and                      

activities. 

To assist the Headteacher in ensuring that the Sheffield Scheme for Financing Schools  

information requirements are complied with. 

 

Responsibilities: 

 To assist the Headteacher to prepare estimates of expenditure and income and to 

maintain the relevant budget working papers and records.(SM) 

 To monitor the cash flow position of the school and report to the Headteacher on a 

regular basis. 

 To assist the Headteacher in providing quarterly reports to the Governing Body on 

spending compared to the approved budget and other monitoring information as 

requested by the Governing Body.  

 To prepare and maintain the financial accounts, reports and records of the school 

in accordance with the City Council Financial Framework and the financial                

standards and procedures required by the Governing Body.(SM) 

 To review the effectiveness of internal control procedures and where necessary put 

forward proposals to the Headteacher / Governors Committee for  improvements.

(SM) 

 To maintain a register of pecuniary interests for both governors and members of staff 

on behalf of the Governing Body.(SM) 

For further details see the job description of the School Manager/Bursar 
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The Administrative Officer 

Cost Centre Managers 

Role: 

To manage efficiently and effectively, and to be accountable for, the resources                    

delegated to them by the Headteacher & Deputy Headteacher. 

Responsibilities: 

 Liaising with the Headteacher and Deputy Headteacher to order resources for their 

curriculum area. 



Financial Systems & Processes 

 Ordering of goods and services from their budget on official School forms. 

 Check items delivered against orders and alerting the clerk if there are any                              

discrepancies. 

 A draft financial plan for the school will be prepared by the Headteacher and           

School Manager during the spring term for discussion and approval by the Go-

venors Committee. The plan will cover the forthcoming financial year. The plan 

should demonstrate in financial terms how the school intends to use its resources to 

achieve the aims and objectives. 

 

 A draft budget will be presented to the Governors Committee in March. The 

Headteacher and School Manager will be responsible for the preparation of the 

draft budget. The budget will reflect the school’s financial plan, subject to the level 

of resources available to the school. It may be necessary to review the financial 

plan and the improvement plan objectives to reflect final budget decisions that are 

made in light of the known resources. The draft budget will be considered by the 

Governing Body, who will either approve it or return it to the Governors Committee 

for amendment. An approved budget must be forwarded by the Headteacher to 

the Local Education Authority by 1 May. 

 

 Each quarter the Headteacher will receive financial statements from the school’s 

School Manager so that the accounting system, overall budget and school bank 

account position may be monitored and reported to the Governors Committee. 

The Headteacher will ensure that financial statements are provided to members of 

staff who have been designated budget managers so that delegated funds are al-

so monitored. 

 

 In the summer term Governors will review progress in implementing the provisions of 

the current improvement plan and review the management of the previous year’s 

budget. The Headteacher should indicate where any proposal or policy change will 

significantly affect costs in the future. 

 

 Expenditure should only be made against available budget resources. 

 

 The school will not incur costs of a capital nature without the approval of the Local 

Education Authority. 

Financial Planning & The Budget 
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 The Headteacher should ensure that the process of monitoring actual expenditure 

against the budget is a continuous one.  

 The Headteacher may vire amounts up to £10,000 between budget heads without            

reference to the Governors Committee; virements in excess of £10,000 must have the 

prior approval of the Whole Governors Committee. The Headteacher is  responsible for 

ensuring that the school’s budget and finance systems are updated to reflect all vire-

ments and changes to the budget.  

 The SM will be responsible for co-ordinating the day to day monitoring process; the 

monitoring position will be reviewed monthly by the Headteacher and Deputy 

Headteacher. 

 The Headteacher will present details of the school’s actual and committed spending 

compared with the budget, with explanations of any significant variances and a            

forecast of the school’s expected year end position to the Governors  Committee on a 

quarterly basis. A report showing the school’s current  forecast cash flow position will 

also be reported to the Governors Committee on a quarterly basis. 

 The Headteacher and SM should ensure that proper commitment accounting records 

are maintained. 

Budget Monitoring & Control 

Internal Control Procedures 
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 In order to ensure that transactions will be properly processed or that errors will be            

detected promptly, as far as possible the duties of staff concerned with financial  

transactions should be distributed so that at least two people are involved in                        

processing receipts and payments. The work of one person should act as a check on 

the work of the other, and any such checks should be documented as being carried 

out.  

 Alterations to documents should be made in ink; correcting fluid or erasure should not 

be used. 

 Signatures on documents must be original and in ink and should be sufficient to                 

identify the signatory concerned (ie. ticks or rubber stamps are not acceptable).  

 Accounting records should be properly maintained and held securely. Financial               

documents should be retained in accordance with the arrangements laid down in 

Chapter 4 of the LA’s Finance Guidance Manual for Schools. The Headteacher              

should specify who is authorised to access the records and documentation. 



 Before placing an order the person responsible for making it must ensure that the 

school is obtaining best value for money. 

 

 For any purchases up to the estimated value of £250, schools should use local 

knowledge, price lists etc. to obtain Best Value; 

 

 Where the estimated value of a purchase is between £250 and £999, at least two 

competitive quotations should be obtained and recorded in writing; 

 

 Contracts with a value of between £1,000 and £24,999 require a minimum of three 

written quotations.  Where it is not practical to obtain the minimum number of            

quotations, where the lowest price is not accepted, or where contractors ap-

proached refuse to quote a price, the reasons why should be documented in case 

such action should ever be questioned;   

 

 Sums in excess of £25,000 will be subject to full tendering procedures.  

 

 If the estimated cost of a contract exceeds £25,000 then the tendering procedures 

laid down in the City Council’s Financial Framework must be followed and the full 

Governing Body will decide which tender to accept. Details of the full tendering 

procedures are shown in chapter 5 of the LA’s Schools Financial Procedures Manual; 

Purchasing Procedures 

Insurance 
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 The Headteacher will liaise with the LA to effect insurance arrangements. 

 

 The Governors Committee will review staff insurance arrangements annually and be 

informed of any significant changes to cover, exceptions and costs. If further scruti-

ny is needed this will be done in Governors committee. 

Computer Systems  

 The school maintains accounting records and information on computerised systems, 

the Headteacher must ensure that the school is registered in accordance with the 

Data Protection Act 1994. 

 

 The Headteacher should ensure that there are effective back up procedures in 

place for the financial data held by the school.  

 

 The Headteacher should also ensure that only authorised staff have access to          

computer hardware and software used for school management. Passwords should 

not be disclosed. Only authorised software should be used in order to prevent              

viruses being imported.  



the Headteacher should also seek the advice of the appropriate officers of the LA in 

handling the matter of tenders. 

 

 
Tenders 

 

 The Governing Body should establish a tendering procedures policy for putting all 

purchases (other than purchases from and through the Council) estimated to        

exceed a predetermined limit (usually £25,000) out to tender.   

 

 The tendering procedures should cover: 

 

 Contract advertisement in the local, national or appropriate trade press giving at 

least seven days public notice; 

 

 The need to comply with any relevant EC regulations; 

 

 The procedures for the submission, receipt, opening, and recording of tenders; 

 

 The circumstances when financial or technical evaluation is necessary; 

 

 Acceptance of tenders; 

 

 The form of the contract documentation; 

 

 Cancellation clauses in cases involving corruption or bribery; 

 

 Every contract that exceeds £25,000 should follow the full tendering procedures 

specified in the City Council’s Standing Orders.  Any queries about this should be 

addressed to the Head of Corporate Procurement. 

 

 Orders are issued to suppliers for goods and services in writing (or printed) on official 

stationery. (CB orders for expenditure from the school bank account and FN orders 

for centrally funded expenditure, such as Standards Fund. )  

 

 Orders are  also placed online to negotiate better price and delivery.  Orders 

placed online are printed out and added to the order file. 

 

 The ordering of goods and services by telephone should not be undertaken except 

in emergencies and must be followed by the issue of an official confirmation order 

as soon as possible afterwards. 

 

 Orders should be issued for all goods and services, except for utilities (energy costs, 

telephone bills, rates etc.), agency staff and petty cash purchases, and purchases 

for which a written contract is signed. 

 

 As well as showing details of the goods or service required, the order should also 

show the estimated or agreed price, net of VAT.  
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 All appointments, terminations and salary levels should be formally approved by the 

Governing Body and notified to the Personnel section of the LA. 

 

 The Headteacher should ensure that all the financial and administrative processes 

concerning employment in the school are checked, and that the school records 

agree with those of the LA, which administers the payroll. 

 

 Payroll and personnel records should be retained in a secure place. 

 

 Payroll transactions should be processed through the payroll system; any payments 

to individuals who have worked for the school on a “one off “or casual basis must 

always be made through the payroll system. Such payments should never be made 

from petty cash or the school private fund. 

Personnel 

 The order should be authorised by the Headteacher or by persons to whom this 

function has been delegated by the Headteacher with the approval of the Finance 

Committee. All such persons should be budget holders, and all names should be 

maintained on a list held by the school administrator. 

 

 Orders should be used only for goods and services provided to the school.                       

Individuals must not use official orders to obtain goods and services for their private 

use. Only staff approved by the Governing Body or Headteacher should authorise 

orders.   

 

 Careful checks must be made by the person receiving the goods or services, to             

ensure that they are in accordance with the order; the check should be recorded 

on the delivery note and/or invoice and passed to the member of staff responsible 

for maintaining the school’s financial records. Payments should not be authorised 

until all necessary checks have been made, including prices, discounts and the VAT 

accounting checks. Payment should only be made against an official invoice. 
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 The Headteacher is responsible to the Governing Body for the safe custody and 

control of cash and property belonging to the school. 

 

 An inventory should be maintained of all attractive and portable items, with details 

of make, model, serial number and purchase value. The inventory should be 

checked annually against actual items, items over £250 that are missing should be 

reported to the Whole Governors Committee who will include it in its reports to the 

full Governing Body. 

 

 Items should be recorded in the inventory promptly (ie. at the point of purchase) 

 

Security of Stock & Other Property 



Policy for Finance  Page 11 

 A register must be maintained of items taken off the school premises. All such loans 

of equipment should be authorised by the Headteacher and entered in the register, 

the register being noted upon return of each item with details of dates and                  

signatures. The return of loan items should be countersigned by a second person. 

 

 Obsolete items to be written off or items to be sold should be reported to the  Gov-

ernors Committee for approval and then clearly recorded in the inventory                  

records. 

 

 Safes and secure cupboards should be kept locked, the keys removed and held  

securely by the person designated by the Headteacher. The loss of any keys should 

be reported immediately to the Headteacher. 

 The Governing Body through its Governors Committees and subject to the recom-

mendations of the Headteacher will establish a charging policy for the supply of 

goods and services by the school. 

 

 The Headteacher will be responsible to the Governing Body for accounting for all 

income due and cash collected as set out in the charging policy. 

 

 The charging policy will be reviewed annually by the Governing Body. 

 

 Where invoices are required they should be issued promptly by the administrative 

officer; where possible the school should obtain money in advance of supplying 

goods or services to improve the school’s cash flow and avoid the time and cost of 

administering debts. 

 

 Receipts and bankings should be cross referenced to debtors by the                          

administrative staff. 

 

 Bad debts should only be written off with the approval of the Whole Governors 

Committee and in accordance with LA regulations. 

 

 Pre-numbered receipts should be issued by the administrative staff for all income 

collected unless formal records (eg class sales book) are maintained. Where a               

receipt is not given there should be a signature of discharge whenever cash     

changes hands. All receipts, vouchers and other income records should be                 

securely retained. Personal cheques should not be cashed. 

 

 The accounting and debtor records should be properly and promptly updated and 

all income and VAT due to the school identified. Cash collected should be                     

receipted and banked as soon as possible, cash held on school premises should be 

kept to a minimum and in a secure place. 

 The responsibility for identifying money due to the school should, as far as is                  

practicable, be kept separate from the responsibility for collecting and banking the 

money. 

Income 
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 Cash income should be kept separate from petty cash and school private fund 

money. 

 

 Staff and governors should not use their personal bank accounts or the school   

private fund account for any payment or receipt relating to the school’s budget. 

 The Headteacher is responsible on behalf of the Governing Body for ensuring that the 

school complies with the requirements of the Sheffield scheme for school bank            

accounts. The main requirements are described in Chapter 11 of the Schools Financial 

Procedures Manual. 

 Cheques should not be signed unless all details are fully completed. 

 Bank reconciliations should be completed by the School Manager on a monthly basis 

to prove that balances are correct and to provide assurance that the underlying            

accounts of the school have been properly compiled and are accurate. The                        

reconciliation should be checked with subsidiary records and certified by the 

Headteacher. 

 Where practicable, staff responsible for undertaking bank reconciliations should not be 

responsible for the processing of payments or receipts. 

 The Governing Body should review its banking arrangements annually to ensure they 

provide the best value for money, and should review the authorised signatories                      

annually. 

 The school’s cash flow should be monitored regularly by the School Manager  to en-

sure that the school’ account does not go overdrawn; the cash flow information 

should  also be used to identify funds surplus to immediate requirements that can be 

invested to optimal effect. 

Banking Arrangements 

 The Headteacher is authorised to decide what amounts of petty cash are held in the 

school and by whom. The person holding the cash must sign to accept responsibility 

for it, the Headteacher will be responsible for the total amount in the school. The 

Headteacher should ensure that the cash sums held are covered by insurance and for 

security reasons do not exceed £500. 

 Petty cash floats should be reconciled on a monthly basis by the administrative staff. 

 Staff  authorised to hold petty cash are responsible for :- 

Petty Cash 
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     Obtaining proper vouchers and receipts for all cash payments made. 

     Obtaining receipts which identify any VAT paid to support the reclaiming of VAT. 

     Ensuring the safe custody of the cash. 

     Producing on demand to the Headteacher, auditor or other authorised person, cash  

     or vouchers / receipts equal to the total amount held. 

 

 The petty cash amounts should only be reimbursed from the school bank account. 

Cash income from other sources should not be used to reimburse petty cash.   

 The use of petty cash should be limited to minor items for which there is proper            

authority and provision in the budget. Petty cash should not be used for paying               

regular suppliers, or for the purchase of items in excess of £100. Where items exceed 

£100 and it is not practicable to issue an official order, then any payment in excess of 

£100 from petty cash will require the prior approval of the Headteacher.   

 The Governing Body requires that there is an annual audit of the private funds by those 

appointed by the Governing Body. Annual accounts should be submitted to the            

Governing Body together with the certificate of audit required by the LA. 

 

 Accounting procedures for the school fund should reflect the standards required for 

accounting for public money. 

 

 There should be a proper separation of the voluntary funds and related accounting 

records from those for the school’s budget. 

School Private Funds 


