SECTION 3 - PAYROLL


Introduction 

3.1
The largest single element of a school’s expenditure is the cost of staff and it is therefore vital that the Governing Body and headteacher establish sound payroll arrangements and have an affordable staffing policy commensurate with the schools Education Development Plan.  The arrangements and any delegated responsibilities to a staffing committee or members of the school’s staff should be documented in the Financial Management Policy.

3.2
Similarly it is vitally important that the outcome of annual pay reviews and all other matters which affect payments e.g. responsibility points to staff during the year are affordable and properly authorised and recorded in the minutes of the Governing Body.

LEA Payroll Service

3.3
For most schools the existing arrangements are that all payroll information relating to school employees is sent to the Personnel Services Group for recording and processing prior to input to the Council's computer system for payment by the Resources Department Payroll division.  

3.4
The computer system's payroll program is set up to automatically charge the appropriate expenditure code from the input information, against the relevant school budget codes.

3.5
All enquiries regarding specific payroll procedures should be addressed in the first instance to the Personnel Services Group.  Appropriate contact officers are listed with telephone numbers in the internal telephone directory distributed annually to schools.

Main Elements of a Payroll System

Staff Appointments and Changes

3.6
Approval of appointments and changes for all members of staff must be made in accordance with the arrangements for delegated authority approved by the governing body.  It is particularly important that any changes that directly affect the school’s delegated budget have been considered in detail and are an affordable recurring commitment.

3.7
The appointment of staff must be made with due regard to qualifications and employment references which must confirm that their capabilities are commensurate with their duties.  Similarly important is the requirement to ensure that candidates meet the statutory requirements relating to medical suitability and with teaching posts appropriate criminal checks are undertaken.

3.8
Consequently, the Governing Body should be certain that procedures are established which ensure that:

· personnel are competent, suitably qualified and trained to perform at a level at least commensurate with their duties;

· clear statements of criteria for personnel selection and formal up to date job descriptions are maintained;

· all appropriate checks are carried out to ensure the accuracy of candidates’ qualifications and staff development and review suitability;

· staffing levels are regularly reviewed;

· procedures are in place to deal with absences;

· there is effective staff development, review and training.

3.9
A staff member must not approve a change to their own conditions, including the headteacher.  The most appropriate levels of delegated authority for particular changes to payroll data should be determined by each governing body.  Authority would normally rest with the Headteacher.  However, changes to the Headteacher's pay should always be authorised in the minutes of the full governing body and the letter authorising the change signed by the Chair of governors.

Personnel Records

3.10
All personnel records must be held securely to comply with the Data Protection Act 1998 and access restricted to authorised personnel only.

Payments

3.11
Control should be exercised through the separation of duties between payroll preparation, review and final approval of payments. The school should ensure that the monthly and weekly payrolls include only bona fide staff and that any payroll changes are correct and appropriately authorised.

3.12
In addition termly checks should be undertaken to ensure that actual staffing costs per the payroll fiche are in line with the school’s budget.

3.13 
All adjustments to normal payroll (e.g. overtime and bonuses) should  be authorised by appropriate staff, preferably in advance of the work being undertaken to ensure it is necessary .  Time sheets or other supporting records should be prepared and checked by an appropriate person to ensure that they are proper and reasonable. For example the caretaker would normally authorise the time sheets of cleaning staff, but the caretakers lettings claims would be checked against the lettings diary by the bursar or other independent member of staff.

3.14
The school should also ensure, at least annually, that gross pay agrees with contracts of employment or other authorised documents and that deductions have been correctly determined and authorised.

3.15
All payments, including for casual staff, must be made through the payroll system to ensure that all legal requirements are fulfilled. No such payments should be made through the imprest system.

3.16
Similarly, any payment made to a member of the LEA’s staff for work done for the school voluntary fund should be through the LEA’s payroll system. Non-LEA staff should submit an invoice for payment and it should be made clear to them that they are responsible for notifying the Inland Revenue.

Payroll - 1
FINANCIALPROCEDUREMAN APRIL 2003


