Wakefield Scheme for Financing Schools

 Key Tasks During the Year
	Financial Procedure
	Annual
	Half Year
	Term
	Half 

Term
	Month
	Week
	Day

	Governance
	
	
	
	
	
	
	

	Review Financial Management Policy & Procedures
	*
	
	
	
	
	
	

	Set Governing Body  & Committee Meetings
	*
	
	
	
	
	
	

	Annual Report to Parents includes both delegated and school fund financial position
	*
	
	
	
	
	
	

	Annual review of Teachers’ salaries
	*
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Financial Planning
	
	
	
	
	
	
	

	Review staffing in line with 3 year SDP and SFP
	*
	
	
	
	
	
	

	Review other expenditure costs for budget
	
	
	*
	
	
	
	

	Review expected pupil numbers/projections
	
	
	*
	
	
	
	

	Review income levels for budget plan (all sources)
	
	
	*
	
	
	
	

	Agree annual budget plan with G.B. 
	*
	
	
	
	
	
	

	Send agreed budget plan to LEA by 30th June
	*
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Monitoring
	
	
	
	
	
	
	

	Headteacher Budget monitoring reviews (including commitments)
	
	
	
	
	*
	
	

	Finance Cttee monitoring reviews
	
	
	*
	
	
	
	

	Complete & return LEA budget monitoring statement
	
	
	*
	
	
	
	

	Complete & return LEA Financial Controls Checklist
	*
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Payroll
	
	
	
	
	
	
	

	Staff Performance management review
	*
	
	
	
	
	
	

	Review of Staff salaries and responsibility points
	*
	
	
	
	
	
	

	Check accuracy of payroll fiche for all staff
	
	
	
	
	*
	
	

	
	
	
	
	
	
	
	

	Purchasing
	
	
	
	
	
	
	

	Governing Body review purchasing policy
	*
	
	
	
	
	
	

	Review school’s  annual “shopping list” of suppliers and contractors to ensure they still give Best Value. 
	*
	
	
	
	
	
	

	All Construction Industry tax cards are still valid.
	As required

	
	
	
	
	
	
	
	

	Invoices
	
	
	
	
	
	
	

	Invoice processing period complies with  the Government’s Prompt Payment standard
	
	
	
	
	*
	
	

	Check accuracy of all expenditure charged  in FIS
	
	
	
	
	*
	
	

	Headteacher certifies  batch headers for payment
	As required

	
	
	
	
	
	
	
	

	Financial Procedure
	Annual
	Half Year
	Term
	Half 

Term
	Month
	Week
	Day

	Imprest
	
	
	
	
	
	
	

	Independent check that bank statement agrees to the balance in hand shown in imprest account records
	
	
	
	
	*
	
	

	Headteacher certifies reimbursement claim to LEA
	As required

	
	
	
	
	
	
	
	

	Inventory
	
	
	
	
	
	
	

	New items (purchases) added to central and location inventory from orders/invoices and security marked
	As required

	Physical check of inventory by Bursar/Secretary
	*
	
	
	
	
	
	

	Review of items on loan to staff
	
	
	*
	
	
	
	

	Stock check including review of usage
	*
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Income
	
	
	
	
	
	
	

	Review charges and expected income levels.
	*
	
	
	
	
	
	

	Review of actual income received and any bad debts
	
	
	*
	
	
	
	

	Independent check that all income received is banked 
	
	
	
	
	*
	
	

	
	
	
	
	
	
	
	

	School Meals
	
	
	
	
	
	
	

	Primary
	
	
	
	
	
	
	

	Independent check of bankings to meal registers
	
	
	
	
	
	*
	

	Free meal authorisations are current
	
	
	*
	
	
	
	

	Headteacher review of outstanding arrears
	
	
	*
	
	
	
	

	
	
	
	
	
	
	
	

	Secondary
	
	
	
	
	
	
	

	Check caterers invoice and profitability of contract 
	
	
	
	
	*
	
	

	Report Profitability to Finance Cttee.
	
	
	*
	
	
	
	

	
	
	
	
	
	
	
	

	Voluntary Fund
	
	
	
	
	
	
	

	Governors review objectives of fund and  delegations 
	*
	
	
	
	
	
	

	Independent check that bank statement agrees to fund records and cash book
	
	
	
	
	*
	
	

	Independent Audit of accounts 
	*
	
	
	
	
	
	

	Governors approve annual audited accounts and include in Annual Report to parents 
	*
	
	
	
	
	
	

	Audit certificate to LEA
	*
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Data Security
	
	
	
	
	
	
	

	Change all passwords
	
	
	*
	
	
	
	

	Backup computer files
	
	
	
	
	
	*
	*

	Ensure compliance with Data Protection Act 1998.
	*
	
	
	
	
	
	

	Licences are held for all software used in school
	*
	
	
	
	
	
	

	Insurance
	
	
	
	
	
	
	

	Review existing policies and insured levels
	*
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