Full Governing Body Meeting

10th July 2014

The Chair, Governors
FINANCIAL CODE OF PRACTICE

Paper for Governors’ decision

	Purpose

	The Governing Body is asked to review and approve the Financial Code of Practice 


Background
1. The Financial Code of Practice states the responsibilities of the Governors, Headteacher and staff in terms of managing the financial affairs of the school.
 Approach
2. This is a template provided by the Local Authority that has been adjusted to the School’s needs and procedures.

3. This document was last reviewed by the Governors at the Full Governing Body meeting on the 14th of February 2013.

4. When the Finance/ Premises Committee met on the 6th of May 2014, it reviewed the thresholds for authorising expenditure and budget movements (virements) and made the recommendation that these should be updated. The Full Governing Body which met on the 22nd of May 2014 approved these changes.
5. The major changes are underlined and highlighted. They are the following:

5.1. Finance Committee has been renamed to Finance/ Premises Committee throughout the Policy. 

5.2. School Development Plan (SDP) has been renamed to School Improvement Plan (SIP) throughout the Policy.
5.3. LEA (Local Education Authority) has been renamed to LA (Local Authority) throughout the Policy.
5.4.  Page 3, Section B, items e-g: Approval of expenditure has been updated with the new agreed threshold amounts.
5.5. Page 6, Section 3, items A-B: Expenditure and Budget Limits have been updated with the new agreed threshold amounts.
6. The Financial Code of Practice was agreed by the Finance/ Premises Committee on the 24th of June 2014, and it was agreed that it will be taken to the Full Governing Body meeting for the final approval.
Outcome/ Decision   
Ilias Avramidis

Bursar/ School Development Officer

SIR JOHN CASS'S FOUNDATION AND

RED COAT CE SCHOOL
FINANCIAL CODE OF PRACTICE
July 2014
1. PREFACE

This document has been prepared to bring together the responsibilities of the Governors, Headteacher and staff of Sir John Cass and Red Coat School in terms of managing the financial affairs of the school. 
The arrangements and suggestions of good practice are brought together from LA guidance, from 'Guidance on Good Governance' published by the DfE, the Audit Commission, OFSTED and good practice from other schools.

Ratified by the Governing Body, the limits of the delegation and specific requirement (such as '...officers must...' ) are binding on the Headteacher and staff of the school. Any breaches of such procedures may lead to investigation by the Governors or persons appointed by them.

This document will be revised every two years to ensure that it is up to date and includes changes in procedures at the school.

2. ORGANISATION OF RESPONSIBILTY AND ACCOUNTABILITY

A. The Governing Body

1. The Governing Body is responsible for:

· Ensuring that any funding from the LA is only used in accordance with the terms of the Scheme of Delegation.

· Providing such information as the LA may reasonably require, to satisfy the LA that the financial management and organisation of the Governing Body are such to enable it to fulfil the obligations specified for it. 

2. The Governing Body carries out its responsibilities in the following ways: 

· Sets out delegated financial powers to the Finance/ Premises Committee and the 

Headteacher.

· At a full Governing Body meeting (May) it approves the annual budget proposed by the 


Finance/ Premises Committee.

· At both of the Governing Body meetings each term, it receives a report from the Finance/ 

Premises Committee monitoring the progress of the budget.

B. The Finance & Premises Committee
The terms of Reference of the Committee are as follows:

Membership

The members are appointed by the Governing Body.  The Chairman is elected by the members

appointed by the Governing Body.

Quorum

The quorum is three members.

Reporting and review

The Committee will report its resolutions and recommendation to the next full meeting of the

Governing Body. 

The Committee will keep the terms of reference under review and recommend any changes to

the governing body prior to the annual review of committees.

Terms of reference – finance

Budget and School Improvement Plan

a) To consider the financial implications of the School Improvement Plan (SIP), in consultation with the Headteacher, prior to the submission of the SIP to the Governing Body.
b) To consider the annual budget proposed by the Headteacher prior to its submission to the Governing Body for approval, taking account of the school’s priorities as set out in the SIP and Strategic Plan.

c) To monitor and report to the Governing Body the progress of actual income and expenditure relating against the annual budget and provide reports for the Governing Body. 

d) To carry out a mid-year review of income and expenditure and if necessary to propose a  revised budget to the Governing Body.

Approval of expenditure

e) To authorise virement, as permitted by the LA’s scheme, between budget heads subject to

the approval of the Governing Body on virements of more than £25,000.
f) To approve expenditure for day to day goods and services on any one item between £15,001 and £25,000 (the Headteacher has authority up to £15,000 and approval of the Governing Body is required above £25,001).
g) To consider, review and award contracts up to the value of £25,000 a year (the approval of the Governing Body is required for higher amounts).
Audit and financial controls

h) To keep under review the school’s financial procedures, on an annual basis, and ensure that 

any requirements of the LA in relation to the school’s budget share are met.

i) To commission, receive, and where appropriate, respond to audit reports.

i) To ensure that the “Governors’ Fund” or other such fund (if any) is audited and that

appropriate records are kept

Miscellaneous

j) To advise on and monitor Asset Management within the parameters set by the LA and in conjunction with the Deputy Head with responsibility for resources and /or Senior Manager with responsibility for the premises.

k) To ensure that there is no opportunity for members of the school staff or Governing Body to benefit financially by being in a position to influence decisions made by the Governing Body, including by ensuring an accurate an up to date record of business interests and through a Whistle Blowing Policy.

l) To consider, where appropriate, the financial implications of any recommendation from the committees, school working parties and councils.

m) To consider and advise the Governing Body on the financial implications of adopting certain policies, especially those with long term budget implications.

n) To recommend a financial statement in the Governing Body’s annual report.

o) To consider participation in benchmarking exercises and to review the results of such exercises.

Terms of reference - premises

a) To keep the health and safety policy, including security arrangements, under review and recommend any amendments to the Governing Body. The committee should have particular regard to reducing the risk to staff, pupils and other users of the school premises and ensure that risk assessments are carried out regularly.

b) To ensure compliance with any statutory direction given by the LA in relation to health and safety and also with the Governing Body's health and safety policy and to receive regular reports on fire drills, accidents, dangerous occurrences. 

c) To inform the Governing Body of any repairs or cleaning of premises or equipment which need to be provided for within the budget, in order to comply with health and safety requirements. 

d) To prepare a summary of the school's security policy and any reviews or action taken to improve the security arrangements for staff and pupils for inclusion in the Governing Body’s Annual Report. 

e) To determine priorities for repairs and maintenance of the premises taking into account the LA's Asset Management Plan, the Governing Body’s priorities and advice from the Diocesan Board and the school's consultants. 

f) To monitor day-to-day maintenance and minor repairs and liaise with the Diocesan Board (funded by Cass) and LA as appropriate. 

g) To monitor the condition of the school premises and report to the LA any issues within the Asset Management Plan which are the LA’s liability.

h) To ensure that adequate insurance is provided for the school premises and the contents and liaise with the Diocesan Authority and LA as appropriate. 

i) To ensure that all reasonable efforts are made to achieve maximum energy conservation and the most efficient use of energy. 

j) To oversee arrangements for the use of school premises by outside users and the community subject to: 

i) The Governing Body's policy on the use of school premises;

ii) The scale of charges for school lettings; and 

iii) The trust deed.

and to keep under review the Governing Body's policy for use of the school premises any  propose any amendments to the Governing Body. 

k) To make recommendations to the governing body with regard to service agreements for such matters as grounds maintenance, school cleaning etc and to monitor any such agreements that may be made with the LA or other bodies. 

l) A knowledgeable person would be asked to oversee BSF or other projects and would report progress to this committee. This committee would not be responsible for BSF or other bids for capital building works. BSF would take place after liaison with the School's consultants and the Diocesan Board. 

m) To liaise with the Sir John Cass’s Foundation on matters relating to the ownership of the school’s land and buildings. An account of money given to the school by the Foundation would be presented to this committee once a year to show how it had been used.  
C.
The Headteacher / Bursar
1. The Governing Body delegates to the Headteacher, the authority to spend within the agreed budgets

2. 
The Headteacher is responsible to the Governors' Finance/ Premises Committee for the financial operation of the school. He/she carries out this responsibility by delegating to the Bursar the day-to-day management of the school's financial operation and periodic reviews of the financial performance of the school. The Headteacher delegates to Heads of Departments/Senior Managers elements of the budget as budget holders

3. The Bursar is responsible to the Headteacher for the day to day running of the school's financial and administrative operations. The Bursar is responsible for the monitoring the financial operations of the budget holders

4. The Bursar will: 

· Supervise all aspects of the financial administration at the school
· Produce the first draft of the budget for the Finance/ Premises Committee (February/March), setting budgets under the direction of the Headteacher and on the basis of accurate and detailed costings. Assist the Headteacher in the provision of the final budget, according to the above criteria, for presentation to the Governors and LA by the deadlines set in the budget cycle.
· Be responsible to the Governing Body for ensuring that London Borough of Tower Hamlets financial regulations or standing orders or DfE financial requirements are implemented
· Implement sound systems of internal control that enable the proper processing of the school's financial transactions and activities
· Provide budget holders with up to date information, ensuring that that orders are raised on behalf of budget holders for all purchases
· Ensure that all invoices presented for payment are signed by the main budget holder, the line manager and Headteacher
· Ensure the completion of the reconciliation of London Borough Of Tower Hamlets reports and bank statements with local records (RM Finance) on a monthly basis
· Produce regular monitoring reports for the Finance/ Premises Committee as required
· Pass relevant financial information from the DfE / LDBS /London Borough Of Tower Hamlets to the Finance/ Premises Committee
D. 
Budget Holders
Budget Holders are responsible to their line managers and the Headteacher for the efficient operation of their delegated budgets in line with (a) the stated aims of the school, (b) the priorities of the Strategic Plan and the School Improvement Plan and /or departmental planning and (c) the financial procedures set out in this code of practice and in the London Borough Of Tower Hamlets regulations.

E. 
Staff Finance and Marketing Working Party

The Staff Finance and Marketing Working Policy comprises of a member of staff from each subject team within the school. Major aims of this working party are to raise staff awareness of a) the Governor’s Finance Policy, b) the importance of the budget planning process and c) the responsibilities of all staff as they relate to and arise from this code of practise. 

F. 
Office Finance Staff


The Office Finance staff, under the direction of the Bursar, are responsible for the recording of all income / expenditure, reconciled with bank statements on a monthly basis, and all the transactions and processes that enable the school to maintain and provide for Governors an accurate and up to date view of the school’s financial position. 
3. EXPENDITURE CONTROLS
A. Expenditure Limits
The Headteacher or the Deputy Headteacher or the Bursar in the Headteacher's absence is able to authorise expenditure for day-to-day goods and services up to £15,000 on any one item. Authorisations between £15,001 and £25,000 are to be referred to the Finance/ Premises Committee. Authorisations over £25,001 are to be referred to the Governing Body.

B. Budget Limits

The Headteacher or the Deputy Headteacher in the Headteacher's absence is able to authorise budget movements between individual budgets up to a limit of £15,000. Authorisations for budget movements above £15,001 and £25,000 are to be referred to the Finance/ Premises Committee. Authorisations for over £25,001 must be referred to the Governing Body. When budget movements are made, the Budget Movement Form will be completed.   

C. Disposal of Surplus Equipment and Materials

The Headteacher is able to authorise the disposal of surplus equipment and materials up to a maximum individual item valued at £1,000. Disposals over this amount are to be referred to the Finance/ Premises Committee, which will act in accordance with the regulations and procedures laid down by The London Borough Of Tower Hamlets Schools Financial Procedures.
D. 
Bad Debts

The Headteacher is able to write off bad debts up to £250. Requests for write offs above this amount are to be referred to the Finance and General Purposes Committee for approval.

4. FINANCE POLICY

The aims of the budget, the use of delegated funding and all other income secured by the school is as follows:

· To fulfill the aims and objectives of the school
· To secure its continuous improvement in line with the priorities of its strategic plan and annual School Improvement Plan
· To deliver the curriculum with the best resources for teaching and learning that are possible in an attractive learning environment
· To deliver the highest possible levels of staff training geared to the needs of the school's improvement and the continuous professional development of each member of staff
· To maintain a fully staffed school through the recruitment and retention of the highest quality staff
· To maintain the premises and provide the highest standards of health and safety
5. THE BUDGET CYCLE
The budget cycle for the school is as follows:
September to January:

· Carry out the future staffing analysis
· Identify financial requirements for the future curriculum

· Establish all priorities linked to the future School Improvement Plan (curriculum development, school improvement, including premises, and staff training), with costings, in line with the strategic plan
· Review of present budget expenditure on a regular basis (Mid term Review in October)
January to March:


· Assess Census indicators and consider likely funding levels
· Produce a draft budget

March to July: 

· Evaluate out-turn
· Consider whether the original budget needs to be amended and spending plans altered and set a revised budget if necessary
· Review school expenditure and School Improvement Plan- look at success criteria
6. BUDGETARY CONTROL

a) The statement of the school's aims and objectives, its strategic plan and School Improvement Plan, from which the Governors' Finance Policy is derived, provide the basis for the construction of all budget plans (See Section 4).

b) The Governing Body has established procedures and timetables (see Section 5) to ensure that all relevant factors are considered in the process of budget planning.

c) The Personnel Committee meets as required to discuss salaries. The Finance/ Premises Committee meets during the Spring Term to discuss budget-modeling plans. The full Governors' meeting at the beginning of the Summer Term receives the finalised budget plan for approval.
d) The school budget, including the School Improvement Plan, is based on accurate estimates and costings of income and expenditure which are sufficiently detailed.
e) The Governing Body ensures that the planned expenditure for each financial year does not exceed the available budget, as adjusted with the carry over from previous years, income receivable, provisions for pay or public increases or other contingencies.
f) The Headteacher forwards the budget, which has been approved by the Governing Body to the London Borough of Tower Hamlets before the final date for submission. 
g) Where appropriate, all budget headings are profiled to take account of likely spending.
h) The Headteacher / Bursar provide the Governing Body with regular monitoring reports which have been reconciled to the bank account and the RM Finance system.
i) The financial responsibilities of Budget holders are written into their job descriptions.
j) Budget holders receive regular update reports from the Finance Assistant of the balance in their ‘account’ and may request interim reports when required.
k) Decisions to move funds from one budget heading to another are taken in accordance with Section 4 of this code of practice.
l) The Headteacher and the Governing Body assess progress against the objectives of the School Improvement Plan at half termly meetings of the Finance/ Premises Committee. 
m) The Headteacher periodically consults the staff and the Governing Body to ensure that the financial and management information they receive is relevant, timely, reliable and understandable.

n) The Headteacher would report to the Governing Body any proposals for policy changes, which significantly affects the income or expenditure budgets.
7. 
INTERNAL FINANCIAL CONTROLS

a) All financial transactions will be traceable through the local records, both forwards and backwards.
b) The only staff to have input access to the RM Finance system are the Bursar and the Office Finance Staff.

c) All forms of income and expenditure are accurately recorded and reconciled to the bank statement on a monthly basis. A copy of the A7 monthly return for each reconciliation, signed by the Headteacher and the Finance Officer, is sent to the London Borough of Tower Hamlets. 

d) The Office Finance Staff prepare all invoices and cheques for payment, with appropriate records and file copies maintained, following the procedures outlined in Section 12 of this document.

e) Collections of cash, following the agreed procedures are banked regularly so that no more than £500 is kept in the school safe at any one time. Also cheques payable to the School of unlimited amounts are kept in the safe.
f) The Office Finance Staff sends cheques by first class post, noting on the invoice the cheque number. Any cheques for more than £2,500 are sent special recorded delivery.
g) Any alteration to original documents will be in ink and signed; correcting fluid or an eraser will not be used.

h) All accounting records are filed carefully and comply with the London Borough of Tower Hamlets advice concerning destruction of records. Records from the past 7 years are stored securely in the school's archive. Records older than 7 years can be destroyed as instructed by the London Borough of Tower Hamlets.
i) The school has separated duties as far as possible. In the long term absence of the Headteacher a Deputy will carry out his duties. In the absence of the Deputy Head, the Headteacher will manage his / her duties. In the long-term absence of a Finance Officer, the school has trained other members of the team to assume her / his duties. Any absence of up to two weeks will not require any substitutions but will be managed by the Bursar.
8. 

INSURANCE

a) The insurance of the school is arranged by Bursar, the Foundation and the London Diocesan Board for Schools, and the Insurance Section at Mulberry Place, London Borough Of Tower Hamlets.

b) The Governors are kept informed of the insurance arrangement and notified of any changes. The Headteacher and Governors are notified of any new risks. 

c) The school will not give any indemnity to a third party without the written consent of the insurers, the Foundation, the LDBS and the London Borough of Tower Hamlets or their agents.

d) Members of the school will inform the Bursar immediately of any losses or incidents, which give rise to an insurance claim.

e) The insurance policy covers the use of school property when off the premises as long as any items taken off site are recorded on the school's loans register. Insurance claims will not be met when items are visibly left in cars or left in an unlocked boot.
9. 
COMPUTER SYSTEM

a) The school is registered under the Data Protection Act.

b) The Office Finance Staff take a full back up daily. These are held in a locked drawer. A full backup is also taken after each monthly reconciliation and removed off-site.

c) Access to the office network computer is limited by passwords; one set of passwords for access to CMIS and one set for access to the RM Finance system.

d) The I.T. Manager is the network manager and has the only access to the facility to add new users and passwords under the direction of the Headteacher.

e) Only authorised software will be used by the school in order to prevent the introduction of viruses.  
10. 
PURCHASING


Value for Money

a) Items are ordered using competitive suppliers.

b) Except in the instances where the school has a Service Level Agreement with the local authority that enables it to purchase items at value for money prices, all purchases over £10,000 are made after taking at least two written quotations and purchases over £15,000 are made after taking three written quotations. SLAs that the school buys into should be reviewed on a regular basis. 
c) If a decision is taken to proceed with a quotation, which was not the lowest, the       reasons for the decision will be recorded in the minutes of the Governors’ Meeting. 
d) It is the Governors' policy for tendering, where purchases are estimated to exceed £10,000, that such tenders will comply with London Borough of Tower Hamlets procedures for: 

· The submission, receipt, opening and recording of tenders when financial or   


technical evaluation is necessary
· Acceptance of the tenders and the form of contract documentation
· Cancellation clauses in cases involving corruption or bribery
e) Where a quotation/ tender cannot be obtained because of the special nature of the procurement, the reasons for this decision should be reported to the Governing Body and approval of the Governors should be minuted. These documents should be attached to the relevant order as evidence of approval and transparency.

Orders for goods and services

a) Written, pre numbered orders are used for all goods and services except for the purchase of utilities, exam fees and short/ long term cover from supply agencies

b) The numbers for all orders are allocated by the RM Finance system. The RM Finance system employs a committed expenditure facility and any order placed will feature subsequently in budget monitoring reports

c) Only budget holders may raise orders and an official order form is to be used for all orders. Verbal orders to cover emergencies e.g. for the services of a plumber, for a leaking pipe, can only be made with reference to Headteacher. Such orders are to are confirmed in writing/fax a entered as a commitment on the RM Finance system as soon as possible afterwards.
d) Official order forms must be signed by the budget holder, the line manager and the Headteacher.

e) The budget holder ensures that all orders are appropriate and needed, that there is         adequate budgetary provision and that quotes or tenders have been obtained if necessary.

f) Orders cannot be altered after authorisation. Copies of all orders are kept on file by the Finance Assistant.

g) Orders are not to be used for individuals to obtain goods and services for their private use.

Payments of Accounts

a) Deliveries are received by the Finance Assistant who will immediately contact the budget holder who placed the order.

b) It is the responsibility of the budget holder to check the delivery against the deliver note. The delivered goods are marked for the appropriate department and for the attention of the premise managers who will be required to take large items to the budget holder’s base in the school.

c) When an invoice is enclosed with a delivery, it is essential that this is immediately presented to the Finance Assistant.   

d) Payments are made against invoices after goods or services have been received using local records to confirm that:

· Payment has not already been made

· Process agree with catalogue prices

· VAT is correct

· The invoice is correctly coded and discounts have been taken where available

e) The Finance Assistant prepares the invoice for payment ensuring that the invoice, which is stamped with relevant boxes, contains the signatures of the budget holder (to confirm the receipt of the goods or services), and the line manager of the budget holder and the Headteacher. If there is an official order number, then the Bursar could sign the invoice instead of the line manager.
f) The invoice is ready for payment by cheque once all signatures have been obtained. No cheque can be processed without the signature of the Headteacher and one other authorised signature. In addition to the Headteacher there are four other authorised signatories, these include the Bursar and the three Deputy Heads.

g) Where there is any change in the staff authorised to sign cheques a specimen signature will be sent to the Bank and the London Borough o Tower Hamlets.

h) All invoices which have been signed by the Headteacher and placed on file are treated as paid.
i) No payment is made on a photocopied or faxed invoice from a supplier, nor on a statement unless a remittance advice is attached. Invoices received electronically can be processed.
11. 
PERSONNEL

a) All appointments are considered by the Personnel Committee and made in accordance with the school staffing structure.

b) The Human Resource and Recruitment Manager, under the supervision of the Headteacher, are responsible for all pre-recruitment checks relating to:

· Qualifications

· Medical history

· The receipt of references

· List 99 and DBS checks

c) The Human Resource Manager, with the information provided on salary assessments, is responsible for the completion of all documentation and relevant proformas relating to the appointment of staff, internal promotions, resignations and changes in working conditions. This documentation, signed by the Headteacher, is sent to London Borough of Tower Hamlets payroll and the school's personnel providers with copies placed on file.

d) All personnel records are held in the office of the Human Resource Manager, in locked filing cabinets.  The school has management information system (CMIS) for recording staff details and this Data is secured by password access.


e) There is an annual salary assessment, which is the responsibility of Human Resource Manager, showing the status and salary point of every employee who works at the school. All Salary Assessment forms are signed by the Headteacher and are given to staff at the beginning of the academic year if possible.
f) The London Borough of Tower Hamlets sends the school monthly reports showing all salary payments to employees. These are reconciled with the salary assessments that are undertaken and any claim for overtime or payments for additional activities.

g) Payroll transactions for staff employed at the school can only be processed through the London Borough of Tower Hamlets payroll system.
12. 

THE SECURITY OF STOCKS AND OTHER PROPERTY


a) The Headteacher is responsible to the Governing Body for the safe custody and control of cash and other property belonging to the school.
b) The stock records maintained by subject and administrative teams serve as an inventory for attractive or portable items greater than £200 in value. The IT Administrator and Data Manager are responsible for marking all portable IT equipment in a permanent and visible manner. Marking should include the name and postcode of the school.
c) Following the annual check of inventories, discrepancies are reported to the Governing Body.
d) Write-offs and the disposal of surplus stocks and equipment are done in accordance with London Borough of Tower Hamlets or DfE regulations and authorised by the Governing Body.
e) Items are only taken off the school site with the permission of the Headteacher. Such items must be entered in the loans register and signed by both the Headteacher and the person taking the item.  
f) The safe is kept locked at all times. The key holders are the Bursar and one of the Finance Assistants. Lost keys are reported immediately to the Headteacher and London Borough of Tower Hamlets.
13. 

INCOME

a) The Governing Body set the charge for lettings at the school. The Headteacher is responsible to the Governing Body for accounting for all income due.

b) The Bursar is responsible for identifying sums due to the school and ensuring the collection and banking such sums.

c) Where invoices are required they are issued promptly.

d) The Bursar is responsible for ensuring that official, pre-numbered receipts for all income collected of £5 and above are issued.

e) Money transferred between staff will be signed for and recorded on the agreed proforma for income collection.

f) Collections in their entirety are paid into the appropriate bank account.

g) Cash, cheques and receipts are kept locked in the safe.
h) Income is reconciled on the monthly printouts and bank statements

i) Debts will only be written off in accordance with London Borough of Tower Hamlets regulations. The school will keep a record of all sums written off.
14. 
BANKING ARRANGEMENTS- THE DISBURSEMENT ACCOUNT
a) Two signatures are required for cheques. Both signatories should see supporting invoices. 

b) The five signatories are the Headteacher, the Bursar and the three Deputy Heads.
c) All cheques must be crossed 'Account payee only' and signed with manuscript signatures. No cheque is to be pre-signed. 

d) Bank statements are received monthly and are reconciled with records of income and expenditure.

e) The reconciliation is carried out by the Finance Assistant.

f)    This disbursement account is only used for payments to employees for goods bought for school use with receipts as evidence of purchase.

g) The balance of funds in the account accrues a rate of interest. The Governing Body does not have any power to invest school budget funds. 
15. 

PETTY CASH
a) The Governing Body have agreed to a maximum of £500 to be held at school for petty cash from the school budget.

b) Only safe key holders have access to petty cash and the designated Finance Assistant, responsible to the Bursar, will ensure that: 

· The cash is kept securely in a locked box in the safe

· Claims for reimbursement, supported by vouchers, are made regularly
· Claims up to £25 are paid by cash and claims above £25 are paid by cheque. In exceptional circumstances some claims can be paid by a BACS transfer as confirmed by the Local Authority.
· Vouchers and receipts are obtained for all cash payments made

· Where appropriate, receipts acknowledge VAT paid

· Personal cheques are not cashed from petty cash

c) The Headteacher/ Bursar will check monthly on the accuracy of petty cash. 
16. 

SCHOOL FUND ACCOUNT 
 

a) The aims of the School Funds are to allow expenditure and income in the following areas:



· To provide financial support for individual pupils, at the discretion of the Headteacher, who would not other wise be able to participate in school activities
· Support for registered charities (after receipts from specific fund raising events and to the exact amount collected)
· School activities and projects (after contributions from pupils or donations from outside organisations for a specific and identified purpose and to the exact amount collected); staff farewell gifts (after the collection of money for an identified person and to the exact amount collected)
· Staff loans in specific circumstances where salary payments have been held up due to London Borough of Tower Hamlets or school delays. The maximum limit is £150 without approval from the Finance/ Premises Committee. Repayment in full will be within three months.

b) All other expenditure will require approval from the Finance/ Premises Committee.

c) The school follows the London Borough of Tower Hamlets guidelines for the safe and efficient system for the custody and control of voluntary funds under the control of the Governing Body. The School Fund is therefore subject to audit and all other forms of financial control.
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