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Thomas Buxton Primary School – Governing Body Terms of Reference 

                  

 Financial Responsibilities and Terms of Reference 

a) Governing Body        

b) Finance, Premises and Resources Committee  

c) Committees with delegated financial responsibilities           

d) Headteacher                                                                        

e) School Business Manager 

f) Deputy and Assistant Heads                                                                                                       

                                                                                                                             

FINANCIAL RESPONSIBILITIES 

 

This section looks in detail at the terms of reference for the Governors, committees and individuals with financial 

responsibilities. 

a) Governing Body 

b) Finance, Premises and Resources Committee 

c) Committees with delegated financial responsibilities 

d) Headteacher 

e) School Business Manager 

f) Deputy and Assistant Heads  

 

 

A.GOVERNING BODY 

 

Committees are responsible for decisions or recommendations of the Governing Body in accordance with Terms 

of Reference.  All decisions made or actions taken must be reported to the full Governing Body at the following 

Governing Body Meeting.  Committees are responsible for setting policies so that the management of the school 

can operate effectively.  The monitoring role of the full Governing Body will be met by receiving reports from 

Committees.  

 

General (applying to all Committees)  

 

All Governors will be offered the opportunity to serve on committees.  The Chair of Governors and Headteacher 

are ex-officio members of all committees. 

 

The membership of each committee will be reviewed annually at a meeting of the full Governing Body at the start 

of the academic year. 

 

The minimum number of Governors in each committee is three, including the Chair (who is invited to attend) and 

the Head.  (Our aim is to achieve balanced representation of Governors).  The quorum for meetings will be 2/3 of 

voting members, including the Head or representative. 

 

In addition Governors may co-opt other non-voting members on to committees. 

 

Each committee will appoint a Chair, make arrangements for its own administrative support and hold meetings at 

least once per term, and otherwise as required. 

 

Minutes of each committee meeting will be circulated to all governors at the time of the full Governing Body 

meeting (held twice a term).  The Chair of the committee will present the minutes, briefly summarising the main 

points. 

 

Terms of Reference may be altered after the agreement of the Governing Body at a full meeting. 

 

The Governing Body of Thomas Buxton Primary School has overall responsibility for all the financial aspects of the 

School. 
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Governing Body Terms of Reference 

 

The full Governing Body of the School will meet once each term and otherwise as required.  Its terms of reference 

are as follows: 

 

• To agree constitutional matters 

• To recruit new members as vacancies arise and to appoint new governors where appropriate 

• To appoint or remove the Chair and Vice Chair 

• To appoint or remove a Clerk to the Governing Body 

• To establish the committees of the Governing Body and their terms of reference 

• To appoint the Chair of any committee (if not delegated to the committee itself) 

• To appoint or remove a Clerk to each committee 

• To suspend a governor 

• To decide which functions of the Governing Body will be delegated to committees, groups and individuals 

• To receive reports from any individual or committee to whom a decision has been delegated and to 

consider whether any further action by the Governing Body is necessary 

• To approve the first formal budget plan of the financial year 

• To formally approve the school’s pay policy on an annual basis 

• To consider an annual report, including statistical information, on decisions taken in accordance with the 

terms of the pay policy 

• To review all the school’s other policies on an cyclical basis and formally agree amendments  

• To review the delegation arrangements annually                                                                                                                                                                                                                      

• To consider the Schools Financial Value Standard (SFVS). 

• To approve expenditure and virements in excess of £20,000 

 

B. FINANCE, PREMISES AND RESOURCES COMMITTEE  

 

The Finance, Premises and Resources Committee will meet once each term and otherwise as required.  

Membership of the Committee shall be not less than three Governors plus the Headteacher.  The quorum shall be 

three Governors, one of whom may be the Headteacher. 

 

Terms of reference 

 

The responsibilities of the Finance, Premises and Resources Committee are as follows: 

 

• In consultation with the Headteacher, to draft the first formal budget plan of the financial year 

• To establish and maintain an up to date 3 year financial plan where income data has been made 

available by the Local Authority 

• To determine and review the school’s financial policy, including the consideration of long term 

planning and resourcing 

• To monitor expenditure against budget at least once each term and to report significant variances 

from the anticipated position to the Governing Body 

• To ensure that the school operates within the Financial Regulations of the Local Authority and that 

the correct financial controls are in place 

• To monitor expenditure of all voluntary funds kept on behalf of the Governing Body and ensure 

procedures are in place for their audit on an annual basis 

• To annually review charges and remissions policies and expenses policies. 

• To make decisions in respect of service level agreements and contracts 

• To make decisions on expenditure following recommendations from other committees  

• To determine whether sufficient funds are available for pay increments as recommended by the 

Headteacher 

• In the light of the Headteacher Performance Management Group’s recommendations, to determine 

whether sufficient funds are available for increments 
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• To receive quotations and approve expenditure and virements between £15,001 and £20,000 in 

accordance with the principles of best value. 

• To determine and review the charges for the letting of the school’s premises, where appropriate 

• To respond to audit reports on the management of the school’s budget and its financial procedures 

• To keep under review the pupil numbers for their effect on future budgets 

 

Personnel 

 

• To draft and keep under review the school’s staffing structure in consultation with the Headteacher  

• To oversee the appointment procedure for all staff 

• To establish and review a Performance Management policy for all staff 

• To monitor the effectiveness of all policies that relate to staffing matters and recommend changes as 

appropriate.  This includes performance management, pay and equal opportunities 

• To oversee the process leading to staff reductions 

• To keep under review staff work/life balance, working conditions and well-being, including the 

monitoring of absence 

• To make recommendations on personnel related expenditure to the Finance and Resources 

Committee 

• To consider any appeal against a decision on pay grading or pay awards 

• Make arrangements to ensure that selection panels are available at short notice for appointments 

that are not delegated to the Headteacher. 

• To ensure that all staff employed by the School are covered by appropriate indemnity, line 

management and performance management procedures.  

• To agree recruitment and selection procedures and the level of involvement by Governors in the 

appointment of staff.  The Staffing Regulations state that appointments outside of the leadership 

group should usually be delegated to the Headteacher.  

• To consider pay/grading issues – including implementation and review of the Pay Policy and the 

carrying out of an annual review of the School staff salaries.  

• To ensure that arrangements are in place to carry out the Headteacher's annual performance review 

and that objectives are reviewed and agreed within prescribed time limits.  

 

Pay Committee 

 

The Pay Committee has a membership of at least three governors (from all categories) and will meet no 

less frequently than once a year: 

• To establish a Pay Policy for all categories of staff, in consultation with the Headteacher, staff and 

trade union representatives and to be responsible for its administration, annual review and 

presentation to the full Governing Body for approval 

• To take decisions regarding the pay of the deputy and assistant Headteacher(s), classroom teachers 

and support staff following consideration of the recommendations of pay reviewers and the advice of 

the Headteacher 

• To take decisions regarding the pay of the Headteacher following consideration of the 

recommendations of the governors responsible for the Headteacher’s performance review 

• To submit reports of these decisions to the Governing Body 

• To ensure that the Headteacher is informed of the outcome of the decision of the Pay Sub-Committee 

and of the right of appeal.  

 

In the event of an appeal against a decision of the Pay Committee an appeals committee will be formed 

consisting of three governors (from all categories) none of whom may be Governors who served on the 

committee whose decision is being appealed. 

 

 

 

 



4   

  

Premises 

 

• To advise the Governing Body on priorities, including Health and Safety, for the maintenance and 

development of the school’s premises in liaison with the PFI Company responsible for the premises 

• To oversee arrangements for repairs and maintenance in liaison with the PFI Company 

• To make recommendations on premises related expenditure 

• In consultation with the Headteacher, to oversee premises-related funding bids 

• To oversee arrangements, including Health and Safety, for the use of school premises by outside 

users, subject to governing body policy and the consent of the PFI Company 

• To establish and keep under review a costed Building Development Plan including a scheme of 

planned maintenance in liaison with the PFI Company 

• To establish and keep under review an Accessibility plan 

• To ensure, as far as is practical, that Health and Safety issues are appropriately prioritised 

• To ensure that Governors’ responsibilities are discharged in respect of litter under the Environmental 

Protection Act 1990. 

• To accompany the Headteacher and Premises Manager in an annual inspection of the school’s 

premises and grounds and prepare a statement of priorities for their maintenance and development 

to be presented to the Governing Body and the PFI Company. 

 

Hearings Committee 

 

Membership of the Hearings Committee shall be not less than three Governors. 

 

The Governing Body may nominate a pool of Governors from which three will serve as the Hearings Committee to 

consider particular cases.  If a Governor has a connection with the member of staff or the pupil or the incident 

that could affect their ability to act impartially they should not serve at the hearing. 

 

The Committee shall meet as required 

 

Terms of reference 

 

•  To make any determination to dismiss any member of staff (unless delegated to the headteacher) 

• To make any decisions under the Governing Body’s personnel procedures e.g. disciplinary, grievance, 

capability where the Headteacher is the subject of the action 

• To make any decisions relating to any member of staff other than the Headteacher, under the 

Governing Body’s personnel procedures (unless delegated to the Headteacher) 

• To make any determination or decision under the Governing Body’s General Complaints Procedure 

for Parents and others 

• To make any determination or decision under the Governing Body’s Curriculum Complaints 

Procedure, in respect of National Curriculum disapplications, and the operation of the Governing 

Body’s charging policy: 

 

D. CURRICULUM, STANDARDS AND WELLBEING COMMITTEE 

 

The Curriculum, Standards and Wellbeing Committee will meet once each term and otherwise as required 

 

Terms of Reference 

 

• To advise the Governing Body on the School’s Curriculum Statement with reference to the LA Curriculum 

Statement and their statutory obligations regarding the National Curriculum. 

• To receive reports from staff and Subject/Area/Phase Leaders about all matters to do with the curriculum. 

• To review the policy and provision for collective worship and for Religious Education and make 

recommendations. 

• To review the policy and provision for sex and relationships education and make recommendations. 
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• To review the policy and provision for drugs education and make recommendations 

• To ensure that the requirements of the Disability Discrimination Act and of children with special needs 

(including those identified as Gifted and Talented) are met, and to receive reports from the nominated Access 

and Inclusion (formerly SEN) Governor.  

• To ensure the requirements of the Race Equality Duty, Gender Equality Duty and the Duty to Promote 

Community Cohesion are met.  

• To review the information about school performance required to be published under the Parents Charter. 

• To contribute towards the School Development Plan. 

• To review the policy on attendance and make recommendations. 

• To review the policy on behaviour, and to advise the Governing Body on discipline and pastoral matters 

concerning pupils. 

• To assist the Headteacher in the production of the school prospectus and school profile. 

• To monitor review and ratify whole school policies 

• To monitor SATS results and evaluate progression between Key Stages 

• To analyse the school’s RAISE-online report 

• To be involved in the monitoring of achievement and assessment throughout school.  

• To take an active role in the School Self Evaluation cycle, reviewing the School Self Evaluation Form (no longer 

a statutory requirement). 

 

PUPIL DISCIPLINE COMMITTEE  

 

Terms of Reference  

 

Membership of the Pupil Discipline Committee shall be not fewer than three Governors of which the Headteacher 

may not be one, nor may any Governor with prior knowledge of the pupil or the incident. 

 

The Governing Body may nominate a pool of Governors from which three will serve as the Pupil Discipline 

Committee to consider particular exclusions.  If a Governor has a connection with the member of staff or pupil or 

the incident that could affect their ability to act impartially they should not serve at the relevant hearing. 

 

The Committee shall meet as and when required 

 

 

The responsibilities of the Pupil Discipline Committee are as follows: 

 

• To consider representations from parents in the case of exclusions of 5 days or fewer.  (Pupil Discipline 

Committee may not re-instate.) 

• To consider representations from parents in the case of exclusions totalling more than 5 but not more than 

15 school days in one term.  A meeting of the Pupil Discipline Committee is to be held between 6 and 50 

school days after receiving notice of the exclusion.  

• To consider the appropriateness of any permanent exclusion or any exclusion where one or more fixed 

period exclusions total more than 15 school days in one term or where a pupil is denied the chance to take a 

public examination.  A meeting is to be held between 6 and 15 school days after receiving notice of the 

exclusion.  

• Any items which individual governing bodies may wish to include.  

 

APPEALS COMMITTEE  

 

Terms of Reference 

 

 Membership of the Appeals Committee shall be not fewer than three Governors of which the Headteacher may 

not be one, nor may any Governor with prior knowledge of the pupil or the incident. 

The Governing Body may nominate a pool of Governors from which three will serve as the Appeals Committee to 

consider particular exclusions.  If a Governor has a connection with the member of staff or pupil or the incident 

that could affect their ability to act impartially they should not serve at the relevant hearing.  
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The Governing Body may nominate a pool of Governors from which three will serve as the Pupil Discipline 

Committee to consider particular exclusions.  If a Governor has a connection with the member of staff or pupil or 

the incident that could affect their ability to act impartially they should not serve at the relevant hearing. 

 

The Committee shall meet as and when required 

 

The responsibilities of the Appeals Committee are as follows:  

 

• To consider any appeal against a decision to dismiss a member of staff made by the Hearings Committee.  

• To consider any appeal against a decision short of dismissal under the Governing Body's personnel 

procedures (e.g. disciplinary, grievance, capability).  

• To consider any appeal against selection for redundancy.  

• Any items which individual Governing Bodies may wish to include.  

 

HEADTEACHER'S PERFORMANCE REVIEW PANEL 

 

Terms of Reference  

 

Membership of the Headteacher's Performance Review Panel shall be not fewer than two Governors of whom the 

Headteacher and staff governors may not be participants. The Committee shall meet as and when required, but at 

least twice per year.  

 

The Responsibilities of the Headteacher’s Performance Review Panel shall be as follows: 

 

• To arrange to meet with the External Adviser to discuss the Headteacher's performance targets.  

• To decide, with the support of the External Adviser, whether the targets have been met and to set new 

targets annually.  

• To monitor through the year the performance of the Headteacher against the targets.  

To make recommendations to the Finance and Resources Committee in respect of awards for the successful 

meeting of targets set. 

 

E. HEADTEACHER 

 

It is the resolution of the Governing Body that the Headteacher should act in the role of Chief Executive.  

Accordingly the Governing Body will expect the Headteacher to take responsibility for making proposals about the 

educational charter and mission of the school, for the organisation, direction and management of the school and 

leadership of the staff and for the determination of the school’s academic and other activities. 

 

The Headteacher has a key role in all financial, premises and personnel matters.  The Headteacher will be 

responsible for or aware of all financial, premises and personnel matters, including:  

 

a. Returns to the LA 

b. Authorisation of pay and amendments thereto 

c. The authorisation and countersignature of certain orders. 

d. Taking responsibility, with the Governing Body, for the appointment of staff. 

e. Ensuring that pay recommendations for the deputy and assistant Headteacher(s), classroom teachers and 

support staff are made and submitted to the Pay Committee in accordance with the terms of the policy 

f. Advising the Pay Committee on its decisions 

g. Ensuring that staff are informed of the outcome of decisions of the Pay Committee and of the right of appeal. 

h. The implementation of the school’s staff disciplinary procedures as appropriate. 

i. Keeping under review and advising the Governing Body on the condition, use and adequacy of the buildings 

and grounds. 

j. Overseeing the preparation of Capital Bids in accordance with the objectives set out by the Governing Body 

under the Development Plan. 
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k. Reviewing on a regular basis, with the Premises Manager and the PFI Company, the Health and Safety Policy 

for the school and implementing the same within the budgets available. 

l. Preparing, in conjunction with the School Business Manager and the school’s appointed financial consultant, 

the annual estimates of income and expenditure and cash flow forecasts, in line with the School Development 

Plan, Building Maintenance Programme, etc. 

m. Approving expenditure and virements up to £15,000 

 

The Headteacher’s delegated powers are reviewed on an annual basis 

 

FINANCIAL CONSULTANT 

 

The Governing Body has chosen to appoint an external financial consultant to assist and advise the Governing 

Body, Headteacher and School Business Manager on financial practices and procedures.  The principal role of the 

consultant will be: 

 

1. To assist the Headteacher, School Business Manager and Finance and Resources Committee in the 

preparation of the annual and three year budget plans for the school 

2. To prepare monthly statements of account for presentation to the Headteacher and the Finance and 

Resources Committee 

3. To advise on updates and amendments to the school’s financial procedures manual 

4. To review the operation of the school’s payroll and monitor expenditure against budget 

5. To assist the School Business Manager in the preparation of the school’s monthly and annual financial 

returns to the LA 

6. To advise on changes to the local and national regulatory framework 

7. To be conversant with the general principles of taxation applicable to the school  

8. To advise on the best utilisation of school funds and the investment of them accordingly 

9. To assist the Headteacher and Finance and Resources Committee on dealing with financial matters. 

 

SCHOOL BUSINESS MANAGER (SBM) 

 

Responsibilities 

 

The SBM will be exclusively responsible for the following general areas within the school: 

 

a. Maintaining all school records of accounts 

b. Assisting the School’s financial consultant in the monitoring of the budget.  

c. Being responsible, with a payroll bureau, for the accuracy, completeness and validity of pay returns and for 

the payment of all salaries, including PAYE, NIC and Superannuation. 

d. Administration of pension schemes and other schemes where appropriate 

e. Liaising with the school’s personnel advisers on employment contracts for all staff 

f. Working in conjunction with the Headteacher in respect of marketing the school 

g. Arranging lettings, when applicable, in conjunction with the School’s PFI Contractor 

 

The SBM will be directly responsible to the Headteacher  

 

Main Duties 

 

A. ACCOUNTING and FINANCE 

 

1. Keeping all school accounts and, with the school’s financial consultant, preparing income and expenditure 

reports in accordance with the LA financial regulations and preparation of accounts for submission to the 

school’s auditors.  Maintenance and oversight of bank accounts (Investment, deposit, non-public, etc) 

VAT accounting and payment (if necessary).  Overseeing cash handling (collections and disbursements, 

banking and security in conjunction with the school’s office staff) 

2. Monitoring the payment of salaries by the school’s pay agency. 
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3. Scrutinising, in conjunction with the nominated staff members and attending to payment of all invoices 

and statements of account. 

4. Operating the school’s computerised accounts package. 

5. Processing all petty cash claims and reimbursements 

6. Maintaining contact with statutory authorities and other organisations 

 

A. Income 

 

1. Overseeing the receipt of income and the counting of cash and preparing for it to be taken to the Bank by 

the Schools’ Banking Service under a service level agreement.  

  

B. PAYROLL and PERSONNEL 

 

1. In consultation with the Headteacher the preparation of all the necessary data for pay and the Teachers’ 

and Local Government Pension Schemes when:- 

a. A new appointment is made to the staff, 

b. Changes are made to an existing employee’s terms and conditions, 

c. An employee’s contract of employment is terminated. 

2. Ensuring that all staff personnel details, including contracts, pay matters, service details and other 

matters, whether kept in a file or on disk are securely locked away as agreed with the Information 

Commissioner for Data Protection purposes. 

 

 

C. GENERAL 

 

1. Responsible for financial administration within the school  

2. Processing staff- travel claims when required. 

3. Checking bank statements and preparation of monthly bank reconciliations  

4. Processing of data for salary and pension payments. 

5. Carrying out such other duties as required by the Senior Leadership Team.  

 

B. Purchasing 

 

1. Checking order requisitions 

2. Raising orders and sending to suppliers 

3. Checking delivery notes to orders 

4. Checking invoices for calculations and against goods received 

5. Processing purchase invoices into the computerised accounts package 

6. Sending school cheques and remittance advices to suppliers 

 

DEPUTY HEAD 

 

1. To determine in conjunction with Headteacher and Senior Management Team the departmental/ 

individual needs for training or development 

2. To act as a cheque signatory of the school’s bank accounts 

 

ADMINISTRATIVE ASSISTANTS 

 

1. Responsible for placing orders and raising queries with suppliers 

2. Counting dinner money and preparing for its banking 

 

PREMISES MANAGER (through the School’s PFI Contract) 
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1. Responsible for all Site and Services regarding maintenance and also including, electricity, gas, water and 

waste, security and alarm, grounds maintenance, catering, cleaning, TV and videos, pest control, fire 

extinguishers, alarms and smoke detectors.  

2. Maintaining records of all non ICT school assets  

3. Responsible for all Site and Services regarding upgrading works 

4. Responsible for Health and Safety matters 

5. Responsible for Security and Alarm services 

 

GENERAL 

 

Cover in the absence of key financial personnel 

 

In the absence of any personnel detailed in this manual, the following positions would cover for the responsibility 

of authorising payments, orders, tenders, etc.  They would not be employed to fulfil the duties of that position on 

a daily basis. 

 

 

 

 

Member of Staff Assistant 

Chair of Governors  

Sajjad Miah  

 

Chair of Finance and Resources Committee 

Pervez Qureshi  

 

Headteacher 

Lorraine Flanagan 

 

School Business Manager 

Cheryl Wason  

 

Deputy Head(Interim) 

Nick Hague 

 

Vice Chair of Governors 

Aminul Hoque 

 

Vice Chair of Finance and Resources 

Adam Nell  

 

Deputy Headteacher (Interim) 

Nick Hague 

 

Financial Consultant (David Waller), Admin Assistant 

(Jess Borg)  Headteacher (Lorraine Flanagan) 

 

Headteacher (Lorraine Flanagan) 

Assistant Headteacher (Zinath Begum/Cathy 

Burns/Adam Saye/Sasha Elliott) 
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SECTION 3: ACCOUNTING SYSTEMS AND CONTROLS 

 

This section looks in detail at the financial systems as operated by Thomas Buxton Primary School and also the 

controls within each of the systems. 

 

The following systems are included: - 

a. Purchasing 

b. Pay 

c. Bank Accounts 

d. Training Course Expenditure and other expenses 

e. Insurance 

f. Income - Public Funds 

- Private Funds 

g. Accounting System 

h. VAT 

 

A. PURCHASING 

 

Order request forms are completed and signed by the budget holder (see appendix A), who is normally the 

subject leader/budget holder.  For the required levels of delegated authority and approval, please refer to the 

Purchasing/Tendering Policy below.  The School must comply with the LBTH Financial Regulations 2008 (See LBTH 

Financial Regulations).  

 

The SBM holds a list of suppliers used for commonly used supplies.  Suppliers are selected on their capacity to 

provide quality, quantity, timely delivery and value for money.  Volume discounts and credit terms are also taken 

into account.  Budget holders are continually looking for best value for money on all purchases of goods and 

services. 

 

The Financial Consultant is responsible for ensuring the School complies with current taxation regulations, e.g., 

VAT, etc. 

 

When the requisition form has been authorised by the Budget Holder it is passed to the SBM who checks that it is 

correctly completed.  The SBM or Finance Officer, produces an official order.  The requisition form and/or official 

order number is then passed to the Headteacher who authorises the orders when they have been prepared.  

Orders are produced on a daily basis or as and when required.  All telephone orders are prohibited unless an 

order number has been obtained from the SBM or Finance Officer and the order has been officially approved. 

 

An arithmetic check of the details and a check against budget available are carried out by the SBM or Finance 

Officer. If an order would exceed the budget, the SBM will discuss the situation with the Budget Holder and return 

the internal order form to the budget holder.   

 

Orders are sequentially numbered and a copy is placed on file (orders awaiting delivery/invoice).  No 

unauthorised orders can be processed.  The Headteacher (Deputy in her absence) is the only individual authorised 

to sign orders. 

 

When goods are delivered to the school they are usually received at the reception desk, where the number of 

parcels is checked and the delivery note signed.  (Where the goods are not checked they should be signed for as 

unexamined).  The SBM or Finance Officer informs the relevant budget holder and asks them to collect the goods.  

The budget holder, who checks the quality and quantity of the goods, returning the supplier’s delivery note to the 

SBM or Finance Officer.  The SBM or Finance Officer, checks the delivery note against the official order. 

 

The SBM or Finance Officer inputs the invoice details into Sage 50 Accounts after matching them to the order and 

delivery.  Any price differences are checked with the Budget Holder, and, if necessary, the SBM or Finance Officer 

contacts the supplier. 
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When issuing a cheque from the Disbursement Account, the purchase order and cheque are prepared by the SBM 

or Finance Officer, then passed to the cheque signatories for them to sign and confirm that the details are correct. 

 

The cheque signatories will normally be two of four - one of which must be the Headteacher or Deputy 

Headteacher. Both cheque signatories confirm that all payments are supported by the relevant authorised 

documentation, by initialling the paid stamp. 

 

NON ORDER INVOICES 

 

Non-order invoices, e.g. gas, electricity, telephone, etc, are checked for reasonableness by the SBM who enters 

them into the Sage 50 Accounts System.  The Premises Manager carries out periodic checks on gas and electric 

meters to ensure the school is being charged correctly. 

 

MINOR BUILDING MAINTENANCE PURCHASES 

 

The School is part of the Tower Hamlets Private Finance Initiative (PFI) and all premises related matters are the 

responsibility of the Contractor. 

 

B. Pay 

 

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

 

Overtime claims and expense claims should be completed at the end of each month and will be paid with the 

following month’s salary.  Overtime claims and expense claims are authorised by the Headteacher or Deputy in 

her absence.  Overtime claims and expense claims are not returned to the claimant after authorisation but passed 

directly to the School Business Manager or HR Officer. 

 

Access to personnel files is restricted to the following people: 

• Headteacher 

• Deputy Headteacher 

• School Business Manager and  

• HR Officer 

 

Pay printouts are kept in the Finance Office.  The school is registered under the Data Protection Act. 

 

Monthly procedures 

 

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

unless otherwise indicated: 

 

• Standing data amendment forms are completed in respect of any starters, leavers, etc., and authorised by the 

Headteacher, prior to despatch to the school’s personnel service providers, Strictly Education. 

 

• Overtime claims are authorised by the Headteacher and sent to the LBTH Payroll Section for payment. 

 

• The pay details received from Payroll 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 an internally produced spreadsheet and the reason for 

any variations noted; 

 

• These checks must be reviewed by the Headteacher and evidenced by initialling the payroll validation report; 

 

• The Financial Consultant reconciles gross pay from the payroll records to personnel records annually. 
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Payroll data is prepared by the SBM.  The relevant variances are authorised by the Headteacher.  The collation of 

payroll data has to be completed by the prearranged date each month and despatched to the payroll bureau by 

that day in order that it can be processed.  

 

On receipt of the payroll printout, the SBM checks it for accuracy.  The SBM and/or financial consultant carry out 

the following checks: - 

 

1) Accuracy of monthly variances, O/T etc.  

2) Deductions from pay. 

3) No. of employees paid and agreement of Net Pay 

4) Part-Time calculations of salary payments 

5) Calculation of Pension Payments 

 

An additional admin officer (not the SBM) then checks that there is a salary slip for each member of staff.  She is 

responsible for delivering the salary slips to employees.  In the event of a member of staff being away from work 

any undelivered salary slips are kept in a locked drawer until the member of staff returns.  If the employee is on 

long-term sickness the salary slip is sent by post. 

 

C. BANK DETAILS 

 

Guidance on Bank and Building Society accounts is given in the LBTH Scheme for Financing Schools.  Bank 

accounts in the school’s name may only be opened after authorisation from the Finance and Resources 

Committee.  All bank accounts opened in the school’s name must be notified to the LA. 

 

The setting up of a direct debit or a standing order is subject to the same regulations as the signing of cheques 

(see below).  The bank has been instructed not to allow any of the school’s banks accounts to become overdrawn. 

 

The School operates 2 bank accounts (details below) at: Lloyds Bank 

 

ACCOUNT NAME       

 

Thomas Buxton Primary School - School’s main account  

Thomas Buxton Primary School - Deposit Account  

 

 

Cheques issued on all accounts require two signatures from the following four: 

 

1. Headteacher (Lorraine Flanagan) 

2. Deputy Head (Nicholas Hague - Interim) 

3. School Business Manager (Cheryl Wason) 

4. Assistant Head (Zinath Begum) 

 

Under normal circumstances, it is the Headteacher and any others named above.   

 

The school uses pre-printed cheque stationery.  Unused cheques are kept in a locked cupboard in the Finance 

Office until used. 

 

Copies of the bank mandates are kept in the Finance Office. 
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SCHOOL DEBIT CARD  

 

The school uses a debit card facility for making on-line purchases.  The card has been registered in the name of 

the Headteacher only and may be used only with her expressed authorisation.  All purchases to be made with the 

card must be recorded on an internal order form, authorised by the Headteacher.  Only goods for use in the 

school may be purchased with the School Debit Card.  Receipts must be immediately forwarded to the SBM or 

Finance Officer who will enter them into Sage 50 Accounts to be checked against the monthly statement.   

 

SCHOOL CHARGE CARD 

 

The school uses a charge card facility for making on-line purchases and payments.  The card has been registered 

in the name of the Headteacher only and may be used only with her expressed authorisation.  At the end of the 

month the bank will issue a charge card statement to the school and the SBM and/or Finance Officer will check all 

receipts against the statement.  All purchases to be made with the card must be recorded on an internal order 

form, authorised by the Headteacher.  Only goods for use in the school may be purchased with the School Charge 

Card.     

 

BANK RECONCILIATIONS 

 

The SBM, Finance Officer and Financial Consultant perform the bank reconciliation on all the bank accounts upon 

receipt of the bank statements, monthly.  The statements are reconciled against the bank balances on the Sage 50 

Accounts system.   

 

D. COURSE EXPENDITURE AND OTHER EXPENSES 

 

COURSE EXPENDITURE 

 

Members of staff wishing to attend a training course have to submit an application form to the Headteacher or 

Deputy Head.  The Head/Deputy Head checks that the funds are available for the particular activity.   

In deciding whether to allow a member of staff to attend a training course, consideration will be given to supply 

cover required, course costs, etc.  Depending on the type of course either a cheque is required in advance or is 

payable against an invoice.   

 

TRAVEL and SUBSISTENCE EXPENDITURE 

 

Claims for expenses in reimbursement of expenses incurred whilst attending a course are submitted on a 

travelling expenses claim form, available from the school office.  

 

Travel claims are paid at £0.45 per mile for journeys inside and outside London.  All other expenses i.e. car park 

fees, rail tickets, bus fares; subsistence, etc. are reimbursed by production of a valid receipt. 

 

The receipts are submitted to the Headteacher for authorisation, who identifies to which account the expenses 

should be charged.  The claim form is passed to the SBM who inputs the data into Sage 50 Accounts. 

 

GENERAL TRAVELLING EXPENSES 

 

Receipt Claims for general travelling expenses, e.g. school meetings, moderation meetings, taking sick pupils 

home, etc, are submitted for payment. 

 

Expenses can be claimed for each trip on production of receipts and accompanying documents. Car park fees, rail 

fares, etc are reimbursed on production of a valid receipt. 

 

All claims are submitted to the Headteacher or Deputy Headteacher for authorisation, claims for the Headteacher 

are authorised by the Deputy Headteacher or Assistant Head. 
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All travelling expense receipts are filed in date order and retained by the Finance Office. 

 

Travel claims are paid at £0.45 per mile for journeys inside and outside London. The current mileage rates paid by 

the school are guided by the Inland Revenue thresholds. 

 

The school needs to be aware of the tax implications if the rates per mile ever exceed the Inland Revenue rates. 

 

 

E. INSURANCE 

 

A copy of the school’s insurance policy is held in the school office. 

 

The insurers are notified of all new risks, property and equipment which require insurance or any other alteration 

affecting existing insurance on a timely basis. The school will not give any indemnity to a third party without the 

written consent of its insurers. 

 

The school immediately informs its insurers of all accidents, losses and other incidents which may give rise to an 

insurance claim. Claims under an insurance policy are authorised by the Headteacher prior to submission to the 

insurance section. 

 

F. INCOME 

 

PUBLIC FUNDS 

 

The main sources of income into Thomas Buxton Primary School are as follows: 

 

• Grants from the LA 

• Income from other public bodies 

• Bank Interest 

• Donations 

• Curriculum Income 

• Sale of goods / materials 

• Insurance Claims 

• Catering 

• School Trips 

 

GRANTS 

All grants from the LA are paid directly into the disbursements account.  

 

BANK INTEREST 

Bank interest (gross) is credited to the relevant bank. 

 

DONATIONS 

The School occasionally receives donations from various groups or individuals. All donations are paid into the 

school’s main account.  

 

SALES OF GOODS / EQUIPMENT 

The School sells uniforms, snacks and stationery. 

 

LETTINGS 

Should the Governors choose to change their no lettings policy, the school can generate a limited amount of 

income through letting certain facilities, e.g. the school hall  

 

INSURANCE CLAIMS 
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The school has a comprehensive insurance policy and all claims are administered by the London Borough of 

Tower Hamlets’ Insurance Section 

 

SCHOOL TRIPS 

All school trips are currently administered through the School’s main account.  This is banked weekly or as 

appropriate. 

 

 

G. ACCOUNTING SYSTEM 

 

The school maintains computerised accounting records using Sage 50 Accounts software package.  Sage 50 

Accounts is password protected so that only the Headteacher, the SBM and the financial consultant have access.  

Each user has full access rights. The School uses the following Sage 50 Accounts options: 

 

• Nominal Ledger 

 

The School’s financial consultant visits the school once each month to reconcile the above ledgers. 

 

For more details on how to use Sage 50 Accounts i.e. process transactions, print reports, etc, consult the Sage 50 

Accounts handbooks kept in the on-line help section of Sage 50 Accounts 

 

YEAR END 

 

Each year end accounts are saved on to the schools network. The school can access information for the last 3 

accounting years.  

 

The software support provider is: the school’s financial consultant 

 

Audit arrangements 

Audit Type Previous audit Next audit 

   

Local Authority Internal Audit *** November 2014 TBA 

External Audit   

*** The latest Audit Report dated 

November 2014 is available in the Finance 

Office  

  

 

H. VAT 

 

The School is able to reclaim VAT on expenditure and must account for VAT on relevant income.  For more 

detailed guidance see the LBTH Scheme for Financing Schools. 

 

SECTION 4: ASSESTS  

 

ASSET CHECKS 

 

Yearly reconciliations of assets against the registers and the registers against the assets are carried out. 

 

The Headteacher carries out ad-hoc checks of the asset register against actual assets once a year and investigates 

any discrepancies found. 

 

SECURITY MARKING 

 

All attractive items of equipment, and those valued over £250 are labelled with security labels, which include the 

school’s name and sequential numbers. 
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INSURANCE 

 

Consideration should be given to the adequacy of the insurance cover when purchasing assets of significant value. 

 

TITLE DEEDS 

 

The land and buildings, which the school occupies, are leased from the PFI Company and no value is therefore 

included on the School’s balance sheet for these assets.  

 

BORROWING OF ASSETS BY MEMBERS OF STAFF AND PUPILS 

 

The Headteacher or ICT Technician authorises the loan and obtains the signature of the member of staff in the 

Loans Register.  The equipment should be checked that is in good working order and condition, prior to the loan 

and on its return.  The member of staff should also ensure that the return of the equipment is recorded.   During 

the loan period, the member of staff is responsible for the safekeeping of the equipment and for any loss of or 

damage to the equipment whilst in their possession. In the case of laptops, staff are also responsible for ensuring 

that the laptops are used for school purposes only and in accordance with the school’s ICT policy.  

 

DISPOSALS POLICY 

 

Disposals policy - see Appendix ‘B’. 

 

RECORDING OF ASSETS 

 

All purchases of assets that are non-consumable are recorded on inventory lists.  These are maintained under the 

supervision of the Premises Manager and ICT Technician. 

 

All purchases of assets of £250 (and other attractive items e.g. digital cameras) and over are recorded when the 

invoice is processed.  This register records the following information; 

• Date of acquisition 

• Description of the asset (make, model, serial number) including a unique reference number 

• Cost 

• Location of asset within school 

• Details of disposal or write-off where appropriate 

 

SECTION 5: DOCUMENTATION AND SECURITY OF RECORDS 

 

This section lists the main accounting records maintained by the school and how they are kept secure, and shows 

how and where documents are filed. 

 

1. ACCOUNTING RECORDS 

 

The school maintains computerised accounting records using Sage 50 Accounts software package.  Sage 50 

Accounts is password protected so that only the Headteacher, School Business Manager and School’s Financial 

Consultant have access.  Each user has full access rights.   

 

The School uses the following options: 

 

• Nominal Ledger 

 

The ICT Register is maintained on a bespoke software package (Parago) and is accessed by the Headteacher, SBM 

and ICT Technician. 

 

The Inventory List for furniture and equipment is held by the Premises Manager. 
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All manual records are kept in the School Office and offsite. 

 

2. DOCUMENT FILING 

 

Copy Orders:     Purchase orders filed in Numerical order  

(awaiting invoice) sent to supplier 

 

Delivery Notes:    Filed with the order to which they relate pending receipt of invoice 

 

Purchase and Non order Invoices:   Attached to Purchase Order/Delivery Note – then paid, input on 

RM system  

Then filed awaiting archiving 

 

Pay Records:     Computer printouts  

 

Bank Statements:    Separate file in sheet number order 

 

Receipt Claims:    Filed with invoices 

 

Pay amendment forms:   On payroll file 

 

All accounting records are archived annually and retained for six years plus current year. 

 

SECTION 6: BUDGETING PROCEDURES  

 

OVERVIEW:  
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BUDGETING 

 

The process for formulating the annual budget commences around January/February each year, for the following 

financial year.  The School prepares the budget well in advance of notification from the LA of the annual Budget 

Share. 

 

The Headteacher and the Financial Consultant prepare the draft budget. The Financial Consultant produces the 

budget working papers on spreadsheet to present to Governors.   

 

The following information is taken into consideration in preparing the budget: 

 

• The School Development Plan (SDP), which includes short-term (one year), medium-term (two to three 

years), and long-term (three to five year) targets.  The SDP is costed in terms of staffing / resource needs; 

• The Section 251 Statement (proposed education spending plans published by the Local Authority) is checked 

to ensure that the funding relating to the school is accurate; 

• Bids from the Subject Leaders and other budget holders, identifying three levels of need, essential, desirable, 

and ideal; this covers furniture and equipment and premises related expenditure and a formula is used with 

appropriate weighting. 

• Previous year’s actual expenditure. 

 

The Headteacher produces the budget after first identifying the staffing costs, secondly identifying the entire 

capitation /curriculum costs (calculated on a formula basis, taking into account an inflation factor), and finally 

balancing the budget by allocating funds for the maintenance of the premises and equipment.  (The SDP 

influences all these allocations). 

 

The staffing budget is calculated extremely accurately, including for each employee their scale points, agreed 

increments and additional on-costs.  A contingency figure is normally included within the budgeted expenditure. 

 

The Headteacher and the Financial Consultant discuss the above available information in relation to the 

expenditure needs of the school for the following year and the probable income using this discussion to prepare 

the draft budget.  This will be in a similar format to that required by the LA, but under more detailed headings.  At 

the same time a summarised budget for the following two financial years will be discussed and prepared. 

 

The Headteacher and financial consultant will review the budgets prepared, and ensure the income corresponds 

to notification of grants receivable from the LA. 

 

The budgets are then presented to the Finance and Resources Committee as soon as possible and preferably in 

March/April, in the same format as the CFR returns (also Annual Income and Expenditure Budget,).  When the 

Finance and Resources Committee is completely satisfied with the figures presented to them, they approve the 

budget.  

 

The approved budget is presented to the Full Governors at their next meeting, with any additional information 

reported verbally by the Chair of the Finance and Resources Committee. The Governors once again have an 

opportunity to ask relevant questions on the figures presented to them.  (A full Board of Governors meeting is 

usually arranged shortly after the Finance and General Purposes Committee approves the budget) 
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The SBM enters the budget figures onto Sage 50 Accounts and submits the relevant budget forms to the LA in 

accordance with the format and timetable issued from time to time by the LA. 

 

When the budget has been fixed for the financial year, the Headteacher has the authority to spend within the 

agreed budget, see below.   

 

For more details regarding levels of authority for purchasing, see Tendering Policy below. 

 

Subject Leaders and budget holders are given their capitation allowance for the financial year; they have total 

discretion on when they can spend their allocation.   

 

All Subject Leaders and budget holders are required to ensure that all purchases from their budget achieve the 

best possible value for money.  The Headteacher gives Subject Leaders and budget holders, guidance on budget 

monitoring.  The Budget holders are encouraged to take time during the financial year to discuss any problems 

they might have in their current budget and how to prepare for the following year taking into consideration their 

development plans with the Headteacher. 

 

The budget is reviewed monthly. Discussions take place between the Headteacher, the School Business Manager 

and financial consultant as to any necessary revisions, in light of actual results to date compared with budget.   If 

necessary, a revised budget is then prepared for presentation to the Finance and Resources Committee, and 

subsequently to the full Board of Governors. 

 

Actual results are continually monitored against budget on a monthly basis.  The Financial consultant, in 

consultation with the School Business Manager produces a monthly financial summary report on spreadsheet. 

This is reviewed and discussed on a regular basis by the Headteacher, School Business Manager and the financial 

consultant, as well as the Finance and Resources Committee. 

 

The School is developing three-year strategic plan, which covers all areas of income and expenditure starting with 

predicted pupil numbers and the School Development Plan. 

 

Under the terms and conditions of the financial regulations, the Governors are not allowed to present a 

cumulative deficit budget, unless previously agreed with the LA. 

 

INVESTMENT OF FUNDS POLICY 

 

The Governors of Thomas Buxton Primary School recognise that funds surplus to immediate requirements should 

be invested to maximise their interest earning potential.  They also recognise that any such investment must 

minimise the risk to the initial capital.  The Governors further recognise that placing funds with more than one 

banking institution reduces the risk to the school’s financial resources in the event of a banking failure.  To 

achieve these objectives, the Governors will work with the school’s Financial Consultant to identify the most 

effective means of using the school’s balances to maximise the school’s income levels from its cash balances. 

 

The LBTH Scheme for Financing Schools 2013 authorises schools to hold bank accounts with any of the institutions 

the LA has nominated.  These institutions have been checked for their credit worthiness and security.  Should 

Governors wish to deposit funds in an institution not on the LA list they will seek written permission from the 

Director of Children’s Services. 

 

To support the investment of funds in deposit accounts the Financial Consultant will prepare regular cash flow 

statements to indicate when funds may be invested, for how long and when they may need to be drawn back to 

the school’s disbursement account.  The cash flow statement will also indicate whether the school should invest 

its surplus funds in an instant access account or a fixed term deposit account or a combination of the two.  The 

proposed length of any fixed term deposit will be also informed by the cash flow statement. 

 

Any funds transferred into a deposit account will be moved via a BACS or CHAPS transfer and the mandate must 

stipulate that funds withdrawn must be paid directly into the school’s disbursement account only. 
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The bank mandate for the deposit account must bear the names of at least three approved signatories of whom 

one will be required to authorise the transfer of funds from the deposit account to the disbursement account, 

when required.  The Headteacher will be one of the signatories and normally be the one signing to transfer the 

funds.  The transfer of funds into the deposit account will require a written request to the bank holding the 

disbursements account and be signed by any two of the authorised signatories to that account.  The Headteacher 

will, under normal circumstances, be one of the signatories.   

 

DEBTOR POLICY 

 

Where debtors have not settled their debt to the school within a reasonable time, the school should write to the 

debtor concerned requesting payment.  In the case that the debtor refuses to pay, advice should be obtained 

from the London Borough of Tower Hamlets.  

 

DEBTORS POLICY 

 

The policy of the Governors of Thomas Buxton Primary School is to ensure that all viable steps are taken to 

recover money due to the school. 

 

The Governors aim to minimise the number of instances that credit is given and to take prompt and appropriate 

recovery action in respect of unpaid debts. 

 

Procedure 

 

Where debts are owed to the School for non payment of dinner monies, the first step will be for the SBM to 

contact the parent or guardian to seek an explanation for the non payment of the debt. 

 

If this does not result in payment of the debt within 21 days, a letter will be sent to the parent or guardian.  This 

will be the first step for non payment of a lettings fee should Governors vote to let the School’s premises. 

 

After a further 14 days, a reminder letter will be sent. 

 

After a further 7 days the debt will be referred to the debtor section of the London Borough of Tower Hamlets. 

 

Debts can be written off up to the amounts set out in the table below 

 

 Primary School  

Corporate Director (Children’s 

Services) 

£10,000+  

Governors’ Approval £1,000-£10,000  

Headteacher Up to £1,000  

 

All debts written off must be reported to Governors. 

 

Governors are responsible for ensuring adequate arrangements exist for recovering sums due and that items 

cannot be overlooked or not recorded.  

 

SECTION 7: REPORTING TIMETABLE AND FORMAT OF REPORTS 

 

Monthly:-  

 

LA cash reconciliation statements 

 

Bank Reconciliation 
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VAT Return 

 

Quarterly 

 

As above, plus 

 

Income and Expenditure report against CFR Codes 

 

FINANCE AND RESOURCES COMMITTEE REPORTS 

 

The Finance and Resources Committee meets on a regular basis and before each meeting receives copies of the 

latest Income and Expenditure outcome. This is a detailed income and expenditure report, showing original 

budget, actual to date, variance and, after September, the anticipated outturn. To support the above report the 

Financial Consultant reports on the reasons for any variance of a material value, whether it is an under spend or 

an overspend. 

 

FULL GOVERNING BODY REPORTS 

 

Before each meeting, the full Board of Governors receives copies of all the reports given to the Finance and 

Resources Committee.  At the meeting the Chair of the Finance and Resources Committee gives a verbal report, 

whereupon any governor can raise any questions. 

 

HEADTEACHER REPORTS 

 

The Headteacher receives a copy of all the reports given to the Finance and Resources Committee.  In addition to 

the reports produced for the Headteacher, she meets with the financial consultant on a monthly basis or as and 

when required to discuss any financial issues. 

 

SUBJECT LEADER/BUDGET HOLDERS REPORTS 

 

All the budget holders receive an Income and Expenditure statement, as and when required, showing budget 

allocation, actual to date, commitments, and balance remaining.  

 

All financial reports have to be prepared in accordance with accounting convention, where applicable, i.e. 

accruals basis, historic cost.  For more details on financial reporting to the LA, see the relevant sections in the 

Scheme for Financing Schools. 

 

SECTION 8: GOVERNING BODY: POLICY DECISIONS and BUSINESS INTERESTS 

 

a) Key financial decisions of the governing body and their committees 

 

b) Lists of governors and members of each committee 

 

c) Declaration of business interests 

 

d) Tendering Policy 

 

e) Lettings Policy 

 

f) Non-Compliance Policy 

 

g) Leasing Policy 

 

h) Accounting Policy 
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i) Charging Policy 

 

j) Whistle blowing Policy 

 

 

 

 

 

a) KEY FINANCIAL DECISIONS OF THE GOVERNING BODY AND COMMITTEES 

 

Minutes of the full Board of Governors and the various committee meetings are kept in the Headteacher’s Office.  

The school has an SLA with the Local Authority for the provision of a clerk to the Governing Body.  These minutes 

make reference to decisions made by the Governors, concerning financial implications. 

 

B) LIST OF GOVERNORS 

 

See attached list Appendix ‘C’ 

 

C. DECLARATION OF BUSINESS INTERESTS, GIFTS AND FAVOURS 

 

All Governors and Staff are requested to complete a form declaring any business interests.  See Register of 

Business Interests in main budget file. 

 

The register of business interests should be updated and checked for both accuracy and completeness on an 

annual basis by the Headteacher and Clerk to the Governors. There will also be an opportunity to declare business 

interests at each meeting.  

 

The governing body and members of staff who can influence buying decisions recognise their responsibility to 

avoid any conflict between their business and personal interests and those of the school. 

The school therefore maintains a register of the business interests of each governor, member of staff with 

significant financial responsibilities, their relatives and other individuals who may exert influence. The register 

includes 

• Interests with suppliers from which the school may wish to buy goods or services 

• Interests in the appointment, salary, promotion or conditions of service of members of staff 

The information in the register is taken into account whenever buying or staffing decisions are made. Any 

governor or member of staff who has an interest in a business tendering for a contract may not form part of the 

committee awarding the contract.  Any governor or member of staff who has an interest in the appointment, 

salary, promotion or conditions of service of a member of staff may not form part of the committee 

recommending or deciding these. 

Governors and members of staff are required to inform the school of any changes in their interests as these arise 

so that they can be entered in the register. The register is also updated annually. Nil returns are obtained as 

appropriate. Any governor or member of staff who is unwilling to declare their interests or complete a nil return 

is not permitted to influence a buying or staffing decision.  

The register is freely available for inspection by governors, staff and parents. 

Receipt of gifts, hospitality, entertainment and other services 

Governors and members of staff involved in making buying decisions do not accept excessive, frequent or regular 

gifts, hospitality, entertainment or other services from existing or prospective suppliers. When considering 

whether to accept such offers, they consider whether they could affect their independence or cause concern that 

they might affect their independence. The school maintains a register of gifts and favours offered and whether 
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these were accepted or rejected. Governors and members of staff are required to inform the school of such offers 

as they arise.  

Expenditure on gifts, hospitality, entertainment and favours 

The full governing body approves any expenditure on gifts, hospitality, ex-gratia payments and losses to be written 

off. The school maintains a log of these. Such expenditure is only authorised if the governing body can demonstrate 

that they have taken into account the principles of probity, accountability and value for money. 

Expenditure on hospitality from public funds is only incurred in the provision of education. Hospitality is generally 

only provided in the workplace and usually restricted to Christmas and Eid lunch, sandwiches on INSET days, 

tea/coffee and biscuits or soft drinks. Modest hospitality is occasionally provided outside the workplace. The 

headteacher maintains a register of the occasions when hospitality is provided, the number of people involved and 

the costs incurred. 

Private use 

The school does not obtain goods or services for the private use of governors and members of staff. Governors 

and members of staff may not: 

• Hold any interest in any equipment or property held or used for the school 

• Acquire any interest in the disposal of school equipment or property at the end of any contract between the 

school and any third party 

 

D.PURCHASING and TENDERING POLICY 

 

The school has adopted a tendering policy for items of work of significant value, which carefully analyses and 

compares all possible options to ensure that best possible value for money is obtained.  

 

This policy assumes the use, in appropriate cases, of outside consultants to draw up the specification, receive 

tenders, and make recommendations to the school. 

 

For goods and services up to a value of £5,000 the school shall seek verbal quotations or use catalogue prices but 

must have an Official Order.  

 

Goods and services with a value of £5,001 to £20,000 are subject to a minimum of three competitive quotations 

in writing and must be on an Official Order/Contract and requiring Headteacher’s and/or Finance and Resources 

Committee approval.   Governors have authorised the Headteacher to accept quotations up to £15,000.  

Quotations for goods or services valued between £15,001 and £20,000 shall be subject to approval by the Finance 

and Resources Committee 

 

Goods and services with a value of over £20,000 are subject to full tender with sealed bids.  These will require 

Governing Body and Headteacher approval. 

 

Recurring contracts should be reviewed for value for money approximately every three years or prior to renewal, 

e.g. catering, pay, grounds maintenance, heating, etc.  

 

FULL PROCEDURE 

 

Appointment of Consultants for the provision of major works and/or services 

 

Major building works are the responsibility of the School’s PFI Contractor.  For other major works or services, 

should the school choose not to use the relevant section within the LBTH, the Governors, the Headteacher and 

the SBM/Financial Consultant will draw up a list of consultants with relevant experience and acceptable fees. 

After consultation they will recommend a firm of consultants to the relevant committee for approval for the 

particular work to be done.  They must ensure that the consultants follow the required tendering procedures as 

detailed below; 
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Following approval by the governors the Headteacher confirms the appointment of the consultants and fees in 

writing to them.   

 

Invitation to Tender 

 

The consultants draw up the specification identifying the work to be performed in conjunction with the 

Headteacher, and any other person with relevant interest depending on the work to be done, e.g. Senior 

Management Team, staff, etc. 

 

 

Specification – this should include 

 

• Technical details 

• Health and Safety considerations 

• Insurance requirements 

• Contract 

• Payment details 

• Logistical details 

 

Form of Tender 

 

The form of tender should include: 

 

• The total contract price including VAT implications 

• A breakdown of the price to specific elements of the works 

• Time Scale 

 

Selection of Companies invited to tender 

 

The appropriate committee will draw up a list of the organisations invited to tender.  The list will be reviewed and 

agreed by the Headteacher, who will check Governors’ interests in any of the organisations.  The appointed 

consultants will send out invitations to tender. 

 

Receipt of Tenders 

 

Tender documents will be sent to the School. More than one person should open all tender documents on the 

same day. The name of the tenderer and the contract price should be recorded. 

 

Tender Evaluation 

 

The tenders will be evaluated on the following criteria: 

 

• Compliance with technical and contractual requirements 

• Price and VAT implication 

• Arithmetical check 

• Appropriate qualifications of the organisation 

• Knowledge of quality of work and reliability 

• Previous experience of similar work 

• Previous experience of working with the School 

• Time scale involved 

 

In all cases a formal report should be prepared summarising the above. 
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The relevant Committee will decide or recommend (as appropriate) to the Governing Body the tender to be 

accepted. Where it is recommended that the lowest tender is not accepted, the rationale behind the decision 

should be documented. 

 

No work may commence until formal letters of approval are issued. 

 

 

 

 

Emergency Decisions 

 

If an urgent decision is necessary and it is not practicable to call a meeting of the appropriate Committee, then a 

decision may be taken by either the Chairman of Governors or Chair of the relevant Committee, which will be 

reported to the next meeting of that Committee. 

 

Emergencies include urgent matters of Health and Safety, and matters, which affect the normal operation of the 

School. 

 

The Standing Committee is comprised of the Chairs of the following committees:- 

 

Full Governing Body 

Finance and Resources Committee 

School Development Committee   

 

E. LETTINGS POLICY (Subject to approval by the School’s PFI Contractor) 

 

Control over the use of accommodation and facilities at Thomas Buxton Primary School rests with the Governing 

Body in liaison with the PFI Contractor.  With the approval of the PFI Contractor, the Governing Body has 

delegated the responsibility for the letting of the School building to the Headteacher who is responsible for 

approving or declining applications, subject to any directions given by the governing body, and will issue a regular 

report on the use of premises outside normal school hours.  The school does not currently let its premises. 

 

Should governors vote to allow lettings: 

 

Unless otherwise directed, the school will not levy charges below the full economic cost of the letting.  These 

charges are based on average costs of heating, lighting, cleaning, wear and tear and caretaker’s services. 

 

The Governing Body reserves the right to amend their lettings charges at any time they should see fit.  The 

decision of the Governing Body shall be deemed final in this matter. 

 

Although the school is not allowed to subsidise lettings, registered organisations, and community groups which 

are recognised as educational / cultural and which, undertake a regular programme of approved activities may be 

eligible for preferential rates at the discretion of the Headteacher. 

 

School functions and events organised by the Governing Body of a Parent/Teacher Association is exempt from all 

charges as they fall outside the scope of the letting arrangements. 

 

Lettings will be accepted only upon condition that making the premises available to outside organisations would 

be suitable and does not affect the day-to-day use of school facilities by its staff and pupils. 

 

The School Premises Manager must remain on site and in charge of the premises throughout the lettings.  

Unaccompanied lettings will not be accepted. 

 

In accordance with Licensing Act 2003 a licence is required for events involving Public Entertainment.  However, if 

the activity is limited to teachers, pupils of the school, parents of pupils and bona fide guests and therefore 
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excluding any member of the public, then Tickets may be sold, in advance through the school only and there 

should be no advertising, other than inside the school buildings, nor should tickets be available at any 

Entertainment or Theatre Agency, nor should tickets be sold at the door at the time of the event.  The restriction 

on advertising detailed above does not prevent letters or handbills being forwarded to parents and guests via the 

pupils.  Donations are usually asked for such events. 

 

 

 

BOOKING PROCEDURES 

 

Application for the hire of the premises should be made to the Headteacher on the relevant form, giving as much 

notice as possible. 

 

Subject to approval a provisional acceptance form will be offered along with the Governors’ Conditions of Use.  

Use of the facilities will only be allowed if acceptance is confirmed in writing and conditions of use and indemnity 

forms are returned.  An invoice will then be raised. 

 

Priority will be given to regular hirers.  

 

Occasional hirers will be encouraged to pay in advance.  

 

Lettings for which the charge more than covers the cost are liable for VAT (Output tax).   

 

NON PAYMENT 

 

The SBM constantly reviews the outstanding invoices file to ensure that the School has no long-term debtors. 

 

Reminders are sent out for all outstanding amounts. The Finance and Resources Committee is informed of any 

potential problems with outstanding lettings income. 

 

The Headteacher has the authority to cancel the booking of any organisation that has outstanding invoices owing 

to the School. 

 

CANCELLATION 

 

Two weeks’ notice in advance will be taken as appropriate notice to cancel an event. 

 

HEALTH AND SAFETY/FIRE SAFETY REGULATIONS 

 

In accordance with the School’s Health and Safety Policy and School Fire Safety Regulations the School Premises 

Manager will explain the above procedures to the person in charge of the letting. These instructions will 

specifically relate to: - 

 

• Emergency evacuation procedures 

 

• Fire alarm points and fire-fighting equipment 

 

• Assembly points and call-out of personnel 

 

• Location of telephone and how to summon the Fire Brigade and emergency services. 

 

A written copy of fire evacuation procedures will be issued to hirers. 

 

F.  NON-COMPLIANCE POLICY 
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In the unlikely event of a serious breach of agreed policy by any member of the School, the governors would take 

the appropriate action necessary. 

 

Depending on materiality the Governors would also immediately notify the LA and request that external auditors 

investigate. 

 

 

G.  LEASING POLICY 

 

The leasing of goods or other assets is governed by IFRS 17.  The value of any lease taken out by the School is 

deemed to be the total value of all instalments for the duration of the lease.  Therefore, the approval of any such 

lease is subject to the financial limits set out in the purchasing section of this manual.  In view of their total costs, 

as a general rule, operating lease agreements can only be entered into on behalf of the School after full 

consultation, consideration and approval by the Finance and Resources Committee who have the responsibility 

delegated to them by the full Board of Governors.  Advice may then be sought from the LA before proceeding. 

 

The current financial regulations do allow schools to enter into finance lease agreements.  (If in doubt the 

Governors should seek professional advice). 

 

H.   ACCOUNTING POLICY 

 

The governing body is responsible for the preparation of annual financial statements. When complying with their 

responsibility the governing body must adhere to best accounting practice, unless there are alternative 

requirements as specified by the LA. Best accounting practice is considered to be the application of Generally 

Accepted Accounting Practice known as GAAP. 

 

The fundamental accounting concepts are 

 

Going concern concept 

Accruals concept 

Consistency concept 

Prudence concept 

Materiality 

 

The explanation of these concepts is, briefly: 

 

Going concern concept 

That the school will continue in operational existence for the foreseeable future and that the Balance Sheet is 

prepared on the assumption that there is no intention or necessity to liquidate or to curtail significantly the scale 

of operation of the school, 

 

Accruals concept 

That the Income and Expenditure report and Balance Sheet are prepared on the basis that revenue and costs are 

recognises when earned or incurred, not when money is received or paid. 

 

Consistency concept 

It is important in assessing the effectiveness of a school’s financial control arrangements that there is consistency 

when allocating financial transactions. This applies both within and between periods and any material changes 

between periods being clearly stated in the notes to the financial statements. 

 

Prudence concept 

 

Income is recognised by inclusion in the Income and Expenditure report only when realised in the form either of 

cash or a debtor that will be paid with reasonable certainty. Provision is made for all known liabilities (and losses) 

whether the amount is known with certainty or is a best estimate in the light of the information available. 
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Materiality 

 

Errors or omissions no matter how small are noted and corrected at the time they are identified  

 

 

 

I. CHARGING POLICY 

 

As agreed by Governors Appendix ‘D’ 

 

J. WHISTLEBLOWING POLICY 

 

Introduction 

 

The staff and governors of Thomas Buxton Primary School seek to run all aspects of school business and activity 

with full regard for high standards of conduct and integrity. In the event that members of school staff, parents, 

governors or the school community at large become aware of activities which give cause for concern, Thomas 

Buxton Primary School has established the following whistle blowing policy, or code of practice, which acts as a 

framework to allow concerns to be raised confidentially and provides for a thorough and appropriate 

investigation of the matter to bring it to a satisfactory conclusion. 

 

Throughout this policy, the term whistleblower denotes the person raising the concern or making the complaint. 

It is not meant in a pejorative sense and is entirely consistent with the terminology used by Lord Nolan as 

recommended in the Second Report of the Committee on Standards in Public Life: Local Spending Bodies published 

in May 1996. 

 

Thomas Buxton Primary School is committed to tackling fraud and other forms of malpractice and treats these 

issues seriously.  The School recognises that some concerns may be extremely sensitive and has therefore 

developed a system that allows for the confidential raising of concerns within the school environment but also 

has recourse to an external party outside the management structure of the school. 

 

Thomas Buxton Primary School is committed to creating a climate of trust and openness so that a person who has 

a genuine concern or suspicion can raise the matter with full confidence that the matter will be appropriately 

considered and resolved. 

 

The provisions of this policy apply to matters of suspected fraud and impropriety and not matters of more general 

grievance that would be dealt with under the School’s grievance procedures. 

 

When might the whistle blowing policy apply? 

The type of activity or behaviour which Thomas Buxton Primary School considers should be dealt with under this 

policy includes: 

• manipulation of accounting records and finances 

• inappropriate use of school assets or funds 

• decision-making for personal gain 

• any criminal activity 

• abuse of position 

• fraud and deceit 

• serious breaches of school procedures which may advantage a particular party (for example tampering 

with tender documentation, failure to register a personal interest)  

 

What action should the whistleblower take ? 

Thomas Buxton Primary School encourages the whistleblower to raise the matter internally in the first instance to 

allow those school staff and governors in positions of responsibility and authority the opportunity to right the 

wrong and give an explanation for the behaviour or activity. 
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Thomas Buxton Primary School has designated a number of individuals to specifically deal with such matters and 

the whistleblower is invited to decide which of those individuals would be the most appropriate person to deal 

with the matter. 

 

 

 

Name and Position         Contact details 

 

Lorraine Flanagan (Headteacher)    head@thomasbuxton-jun.towerhamlets.sch.uk 

 

 

  

David Waller   811 Wharfside Point South, E14 9EL 

   david@schoolaccounts.co.uk 

  

 

Mr Sajjad Miah (Chair of Governors)          

 

Mr Pervez Quereshi  (Chair of Finance and Resources Committee)    

 

Other: confidentially, in writing, via Headteacher’s pigeon hole 

 

The whistleblower may prefer to raise the matter in person, by telephone or in written form marked private and 

confidential and addressed to one of the above named individuals. All matters will be treated in strict confidence 

and anonymity will be respected wherever possible. 

 

Alternatively if the whistleblower considers the matter too serious or sensitive to raise within the internal 

environment of the school, the matter should be directed in the first instance to the London Borough of Tower 

Hamlets, Chief Internal Auditor. 

 

LBTH whistle blow hotline number (0800 528 0294). 

 

The London Borough of Tower Hamlets has its own procedures for dealing with such matters and will ensure 

every effort to respect the confidentiality of the whistleblower. The LA will ensure relevant officers of the 

Department for Education (DfE) are informed as appropriate. 

 

In addition information and advice can be obtained from the charity Public Concern at Work.  This charity offers 

free legal advice in certain circumstances to people concerned about serious malpractice at work. Their literature 

states that matters are handled in strict confidence and without obligation. Contact details for the charity are as 

follows: 

 

Public Concern at Work 

Suite 306 

16 Baldwins Gardens  

London 

EC1N 7RJ  

Telephone number 0207 404 6609. 

 

How will the matter be progressed? 

The individual(s) in receipt of the information or allegation (the investigating officer(s)) will carry out a preliminary 

investigation. This will seek to establish the facts of the matter and assess whether the concern has foundation 

and can be resolved internally. The initial assessment may identify the need to involve third parties to provide 

further information, advice or assistance, for example involvement of other members of school staff, legal or 

personnel advisors, the police, the Department for Education, the London Borough of Tower Hamlets. 
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Records will be kept of work undertaken and actions taken throughout the investigation. The investigating 

officer(s), possibly in conjunction with the governing body, will consider how best to report the findings and what 

corrective action needs to be taken. This may include some form of disciplinary action or third party referral such 

as the police. 

 

The whistleblower will be informed of the results of the investigation and the action taken to address the matter. 

Depending on the nature of the concern or allegation and whether or not it has been substantiated, the matter 

will be reported to the governing body and the London Borough of Tower Hamlets. 

 

If the whistleblower is dissatisfied with the conduct of the investigation or resolution of the matter or has genuine 

concerns that the matter has not been handled appropriately, the concerns should be raised with the 

investigating officer(s), the governing body and/or directed to the London Borough of Tower Hamlets. 

 

Respecting confidentiality 

Wherever possible Thomas Buxton Primary School seeks to respect the confidentiality and anonymity of the 

whistleblower and will as far as possible protect him/her from reprisals.  The School will not tolerate any attempt 

to victimise the whistleblower or attempts to prevent concerns being raised and will consider any necessary 

disciplinary or corrective action appropriate to the circumstances. 

 

Raising unfounded malicious concerns 

Individuals are encouraged to come forward in good faith with genuine concerns with the knowledge they will be 

taken seriously. If individuals raise malicious unfounded concerns or attempt to make mischief, this will also be 

taken seriously and may constitute a disciplinary offence or require some other form of penalty appropriate to 

the circumstances. 

 

Conclusion 

Existing good practice within Thomas Buxton Primary School in terms of its systems of internal control both 

financial and non-financial and the external regulatory environment in which the school operates ensure that 

cases of suspected fraud or impropriety rarely occur. This whistle blowing policy is provided as a reference 

document to establish a framework within which issues can be raised confidentially internally and if necessary 

outside the management structure of the school. This document is a public commitment that concerns are taken 

seriously and will be actioned. 

 

SECTION 9 SECURITY 

 

The accounts software, Sage 50 Accounts is password protected and only accessible to the SBM and Finance 

Officer. 

 

Each user on Sage 50 Accounts has certain access rights. The system produces an audit trail where any 

unauthorised access would be detected. All rooms containing computers are locked overnight.  

 

BACKUP PROCEDURES 

 

SIMS pupil data management system is housed on the schools admin server and backups are taken remotely by 

Schools Business Services (SBS).  SBS are the school’s ICT Technician provider. 

 

A backup of the Sage 50 Accounts system is taken on a weekly basis and is kept on the shared drive (N Drive).  

Each month a second backup is taken by the school’s financial consultant and kept off site. 

 

SECTION 10: BENCHMARKING 

 

It is vital that the school makes the best possible use of its limited resources. There is a greater need than ever to 

demonstrate best value to parents, auditors and regulators, and the need to ensure internally that resources are 

used effectively, is prompting schools to compare finances through benchmarking. 
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Benchmarking is a part of the school’s strategic financial planning to allocate resources to maximise pupil 

performance. By using it to focus on improvement it becomes a powerful tool to highlight opportunities for 

change. 

 

 

The benefits of benchmarking our schools expenditure are: 

• Focus on planning and managing the budget; 

• Identify areas for improvement; 

• Set targets for improvement; 

• Achieve best value; 

• Improve the effectiveness of spending to improve performance; 

• Deliver educational services to a defined standard; 

 

Benchmarking will be undertaken on a regular basis where practical and reports presented to the Finance and 

Resources Committee for review and discussion. 

 


