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Policy of Financial Procedures 

 
Bradshaw Hall Primary School is a Cheque Book School 

SIMS LMR6 is used to manage financial transactions. 
 

Roles and Responsibilities – see Appendix 1 
 
1. Organisation 
 

i. The Governing Body is responsible for all financial matters in the school.  The Finance 
and Premises Sub-Group have powers delegated to them 

ii. Limits of expenditure are delegated as per the delegation form – attached 
iii. The Finance and Premises Sub-Group meet termly to discuss expenditure, to receive a 

report from the Headteacher on the current state of the budget and to look at balances 
against predicted expenditure 

iv. The Headteacher will draw up a draft budget but the final decision will be made with the 
full governing body.  The Headteacher will monitor the budget and take the necessary 
actions to ensure that a balanced budget is achieved. The Administrative Manager has 
responsibility for the day-to-day management of the budget, including assisting with the 
preparation and updating of budgets and preparation of reports for the Finance Sub 
Group and the full Governing Body.  The Administrative Manager completes returns to 
the LA, controls ordering and payment processing and reports the current level of 
spending to curriculum coordinators 

v. Members of the Governing Body and members of staff are required to sign the register 
of pecuniary interests 

vi. All orders are signed by the Headteacher or in his absence by the Deputy Headteacher 
or in their absence the Assistant Headteacher. 

vii. Orders are processed through the SIMS system and a copy order made and retained in 
school 

viii. Copy orders are retained in a file along with appropriate delivery notes, copies of 
invoices and invoice authorisation slips.  These files are stored on shelves in the 
administrative office 

ix. A new order book is opened each financial year, e.g. for the Year 2014/15 the order 
book began BHS10.  This enables an easy check to be kept on orders, especially near 
the end and beginning of financial years 

x. Deliveries are checked by Administration staff against delivery notes and any 
discrepancies reported to the Bursar.  These are dealt with at the earliest opportunity – 
usually the same day 

xi. Payments of invoices are checked against the bank statement – received monthly.  
xii. SIMS finance is reconciled to the bank statement each month by the Bursar and returns 

sent to the town hall. Discrepancies are noted and dealt with at the earliest opportunity 
 

 
2. Budgets 
 

i. A preliminary budget (BR1) is prepared by the Resources (Finance, Premises and 
Staffing) Sub-Group when the provisional allocation (AR1) is received by the school.  
This is then presented to the Full Governing Body, by the Chair of Resources sub-
group, at its next meeting.  If an AR2 (final budget) is received before the next full 
meeting then the budget is revised and a BR2 (budget plan) prepared 

ii. As a priority, funding is allocated to all staffing areas first – Teachers, 
Teacher/Classroom Assistants, Midday Assistants, Caretaking/Cleaning, Supply Cover 
to support throughout the school.  Staffing reviews are held regularly, particularly in the 
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Spring term when the provisional budget is allocated and provisional staff organisation 
for the forthcoming year is discussed 

                  Funding is then allocated to Energy, Buildings, Grounds and Rates areas – this  
                  includes funding to cover the funding of leased items (computers, hot air hand driers  
                  etc.) annual maintenance costs, building and contents insurance, grounds maintenance 
                  and all energy costs. 
                  Finally funding is then to be allocated to LA buy back areas – e.g. Personnel,  
                  AV repairs, Music Tuition etc. 

 
      After these parts of the budget have been assigned then the budget for Materials and  
           Equipment can be decided.  It is at this stage that additional funding can be assigned to 
           area’s identified in the school development plan – carpeting, computer equipment, 
           additional spending for curriculum areas 
 

iii. Pupil numbers are kept under regular review.  Figures from January and 
      anticipated new intake numbers for the next academic year are used to forecast our 
      LA allocation 

 
iv.     The total funding available for the Materials and Equipment budget is taken to a staff 

      meeting.  In conjunction with the School Development Plan spending for each 
      curriculum area can be discussed and decided 
 
NOTE : Although the School Development Plan runs over two financial years – i.e. the 
School Year – financial planning can take place because of emerging issues which have 
been identified 
 

v.     An early budget is drawn up, on receipt of the AR1 (provisional budget) to enable the 
SIMS system to be set up to process orders and invoices.  This budget is fixed after the 
first full budget plan has been agreed by the full governing body and put onto SIMS.  

 
vi.     Each completed BR2, after being agreed by the Full Governing Body is forwarded 

     to the LA 
 

vii.    The costs for all budget areas are worked out prior to completion of the budget 
    process.  Budget profiling, as such does not take place – monthly expenditure is  
    checked against expected annual expenditure and by extrapolating the spend 
 

viii.     Expenditure and progress against expected expenditure is reported to the Finance 
      and Premises Sub-Group monthly and to the Full Governing Body three times a year 
 

  ix.      Virement levels are set out on the delegation of responsibility form 
 
 
3. Internal Financial Control 

 
i. The Governing Body, through its delegation to the Resources (Finance Premises and 

Staffing) Sub-Group monitor the overall budget and approve spending that is over the 
Headteacher’s delegation limit. 

ii. This document, in conjunction with the Finance and Premises Terms of Reference and 
the School’s policy on ordering goods, forms the basis of written procedures for the 
school. 

iii. No single user can perform all the tasks necessary to order and pay for any item or 
service.  The Headteacher authorise all orders.  Payment is made by BACS or cheque 
and signed by two signatories, Headteacher, Deputy Headteacher, Assistant 
Headteacher or Bursar.  Orders are checked when received by the Administration staff. 
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iv. All orders are generated centrally, via SIMS, on receipt of a written or verbal instruction 
from the fund holder (subject leader). On occasions the School Fund may order 
separately for any goods which do not attract VAT 

v. Petty Cash is not used in school apart from the School Fund Account  
vi. Only one member of staff with their own User ID and Password, has access to the 

SIMS financial system – Bursar.  The Bursar is the System Manager. 
vii. All transactions and alterations can be traced through the LRM6 Audit Trail 
viii. Staff absences are covered – either by the Headteacher (if available), by the buying in 

of suitable supply staff, through internal staff (Mrs Crystal Swanton-Jones or Mr Mike 
Hall) or as a last resort by splitting the affected class between other classes 

ix. The Internal Audit section of SMBC carry out periodic audits to monitor accuracy of 
record keeping and current procedures regarding the LA account.  The accounting 
system is also self-audited by school using the SMBC SFVS Audit return each year, 
which is signed off by the Governors. 

x. The School Fund is audited as at 31st August by a voluntary auditor appointed by the 
Governing Board. 

 
 

4. Insurance 
 

i.     An annual review of insurance arrangements is undertaken by the Finance and 
Premises Sub-Group. 

ii.     At present Insurance is held for: 
Sickness of Teaching and Non-Teaching Staff – LA Scheme (with 
effect from 4th day of absence 
Buildings and Contents – including off premises – LA Balance of 
Risks Policy 

   Third Party Risks – Provided by the LA 
      (School also buys back into the full services of the AV Repairs section which means 
      that most repairs are covered free of charge).  For any other repairs AVA will phone the   
      school office to seek approval for the repairs then a purchase order is raised. 
      The PTA carries its own insurance for PTA events and PTA Funds. 

iii.     Insurance claims are dealt with by the Headteacher or Administrative Manager and are 
notified to the Finance and Premises Sub-Group, in the first instance, and to the Full 
Governing Body through the Headteacher’s Termly report. 

 
 

5. Computer Systems 
 
 

i.     The School is registered with the appropriate Data Registration Authority. 
ii.     All computer data is backed up daily through AVA Services as a remote operation.  The 

buy-back service ensures that all data is again stored electronically by AVA. 
iii.     The school has two computers used for Administration purposes and in the 

Administration Office windows are protected by steel shutters.  In addition, each 
computer is anchored to its work surface and is marked with the "Safe Water" process. 

iv.      All SIMS data is held on a main file server which is also backed up by AVA. 
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6. Purchasing Procedures 
 

i. The school has agreed procedures for the ordering and receipt of goods.  
ii. Before purchasing items, prices and goods are checked against available suppliers.  As 

a matter of course, the Purchasing Consortium Prices are used as a benchmark.  It has 
been found that overall YPO provides the best “one stop” purchasing opportunity 
with excellent delivery and speedy and efficient response when sorting out problems, 
but this does come at a cost.  We use Best Value procedures for purchasing items. 

                  Invoices and delivery notes are clear and easy to match to orders. 
iii. If items are not available from either of these sources it is necessary to check various 

suppliers to get the best available price for quality of item required.  Staff are asked to 
check with other colleagues, especially the Headteacher, for previous ordering 
experiences. 

iv. All orders are processed through the SIMS system although occasionally it may be 
necessary to make an order through a representative and the order passed to the 
Bursar or Headteacher for entering.   

v. Orders are processed using official LA order forms.  No private orders are undertaken. 
vi. Orders are passed to the Headteacher, Deputy Headteacher, Assistant Headteacher or 

Admin Manager for approval and signature.  In exceptional circumstances the order 
can be signed by the Bursar. 

vii. The Headteacher checks orders to see that value for money is being obtained. 
viii. The SIMS system records committed expenditure and balances are available to the 

budget holders on request. 
ix. Where work is required, which exceeds the rules of delegation, tenders are sought from 

known suppliers (LA list).  Tenders are presented to the Finance and Premises Sub 
Group for approval and a decision. 

x. Goods are checked by the Administration team against delivery notes and 
discrepancies reported to the Bursar.  These are dealt with as soon as possible, usually 
the same day. 

xi. Invoices are processed as and when they are received.  An authorisation slip is 
attached to the invoice and kept in the Finance file. A cheque authorisation slip is 
printed automatically and is sent with the cheque to the payee. Two authorised people 
sign the cheques or the BACS run.  A remittance is automatically emailed to the 
customer. 

 
7. Disputes with Suppliers 

 
i. When goods are ordered from a supplier a contract exists between the orderer and 

supplier.  Once the supplier has carried out the order they are entitled to receive payment 
under the terms of contract.   

ii. The normal terms of trade provide settlement within 30 days following delivery.   
iii. It is not appropriate for the purchaser to withhold payment without just cause.  Schools do 

not have legal entity separate from the Authority.   
iv. If legal action is being taken against the school for non payment then effectively the 

Authority is the “person” subject to process. 
v. The under mentioned circumstances are occasions when it may be legitimate to withhold 

payment from a supplier:- 

• The goods were not ordered by the school. 

• The supply has not been completed. 

• The supplies have not been made properly. 

• The goods are not of merchantable quality or fit for their purpose. 

• The required settlement is not that which was agreed. 

• The appropriate settlement is not that which was agreed. 
vi. In the event of a legitimate dispute with a supplier the procedure to be followed is:- 
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1. The full circumstances of the dispute should be brought to the attention of the Head 

Teacher. 
2. The supplier shall be advised in writing by the Head Teacher of the school’s position 

regarding the matter. 
3. All relevant documentation, including: orders, delivery notes, invoices and other 

correspondence shall be safely retained. 
4. Failure to resolve the dispute and any threatened legal action should be brought to the 

attention of the Chair of the Resources (Finance, Premises and Staffing) Sub-Group and 
advice sought from School’s Finance. 

 
Pre-determined Value before Quotation process is adopted shall be £7,500 
 
Thereafter three written quotations shall be obtained for all expenditure unless it is impractical to 
do so.  In such circumstances, the reasons for not doing so shall be reported to the Governing 
Body. 
 
 
8. Personnel Issues 

 
i. The Administrative Manager is responsible for the completion of absence sheets for all 

Teaching and non-Teaching Staff.  These are to be authorised by the Headteacher. 
ii. Midday timesheets are completed by the Administrative Manager and presented to the 

Headteacher for authorisation. 
iii. The caretaker completes his own and the cleaners’ overtime sheets and these are 

authorised by the Headteacher.  The Headteacher enters the appropriate ledger codes 
for payment of overtime. 

iv. Personnel records are held on the SIMS Personnel module and are accessed by the 
Headteacher or the Administrative Manager or Administrative Staff. 

v. All expenditure entries are checked to verify that personnel recorded are currently 
employed at Bradshaw Hall Primary School and amounts charged appear correct or 
have been working on supply to cover absences or courses.  These are verified with 
the timesheets.  Queries are sent to School’s Finance. 

vi. Staff are eligible to claim expenses for any visits/conferences etc. that have occurred 
as a matter of their employment including petrol, meals, car parking charges (not 
parking fines) etc. 

 
 
9. Security of Stocks 
 

i.     All reasonable care must be taken to ensure that stocks are secure and well managed. 
ii.     All cash and smaller valuable items – e.g. cameras, are to be stored in the school safe. 
iii.     Keys to the safe are only held by the Headteacher, and the Administrative Manager and 

are locked away when the school is closed.        
iv.     Other keys are kept in a locked Key Safe in the office.  The key to this is kept in a safe 

place in the office. 
v.     Budget holders are responsible for maintaining adequate stock levels. Staff are 

collectively responsible for checking low stock levels within budget areas. 
vi.     Although all items are insured for use off site reasonable care must be taken to ensure 

the security of these items. 
vii.     A record is kept of serial numbers of all valuable items.  A file is available in the office 

for this purpose.  The inventory is checked annually. 
viii.     This record is amended when items are written off or disposed of. 
ix.     Items no longer of any use to the school are taken off-site by AVA. 
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x.     Entry to the school at times other than first thing in the morning and the end of the day 
is through the main reception door.  Unknown persons must produce identification or 
wait to be seen by the Headteacher or office staff.  All visitors to school must sign the 
Visitor’s/Contractor’s Book. 

 
10. Income 

 
i.     The school has a Governing Body’s Charging and Remissions Policy. 
ii.     The receipt and banking of all income is the responsibility of the Administrative 

Manager. 
iii.     The issuing of invoices and receipts is the responsibility of the Administrative Manager. 
iv.     Collections are paid in their entirety into the Royal Bank of Scotland, Bramhall or 

Cheadle Hulme, Stockport. 
v. Cash or cheques made payable to Bradshaw Hall Primary School are held in the 

School Bank Account or the School Fund Bank Account. 
vi. All such payments through the School Fund Bank Account are recorded as payments 

to BHPS and are accounted for as part of the balances statement at the year-end. 
vii. All cash and cheques received are stored in the safe until passed through the system 

as outlined above. 
viii. Income received centrally (i.e. Sickness Supply Insurance) is checked against the FMS 

report. 
ix. Bad debts of up to £100 can be written off by the Headteacher.  Amounts up to £200 by 

the Resources sub committee; thereafter it would be referred to SMBC. 
x. Payments to school can be made via cash, cheques (made payable to SMBC 

Bradshaw Hall Primary) or via our online payment system ParentPay (details of which 
can be provided by the school office).  

 
 
11. Petty Cash 
 

i. It has been agreed by full Governing Body that the school can hold petty cash to the 
value of £150.  This is used only for postages.  However, petty cash is not held. 

ii. All receipts would be attached to the corresponding SIMS printout and kept in the Petty 
Cash section of the Finance file. 

 
 
12. Voluntary Funds 
 

i. The Bursar is responsible for paying income into the School Fund Bank Account. 
ii. Expenditure from this account is by cheque – with signatures from the Headteacher 

and Bursar. 
iii. The Bursar is responsible for keeping the records of income and expenditure and all 

invoices/receipts relating to expenditure. 
iv. Any vat-able schools supplies and equipment which the Friends of Bradshaw Hall wish 

to purchase are ordered through the school budget in order to reclaim the VAT.  The 
Friends of Bradshaw Hall then reimburses the school minus the VAT.  The school 
account pays the supplier direct and then reclaims the VAT in their monthly returns via 
the Finance division.  

v. Records are audited annually during the Autumn Term and an audit certificate plus 
balances statement presented to the Governing Body during the Spring Term.  Copies 
are sent to the LA Finance section 

vi. School holds two bank accounts 
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13. Staff Training in Financial Procedures and Systems 

 
 
          i.        Staff attend training for the Financial System.  Currently using FMSIS and HCSS. 
         ii.        All end of year procedures and budget reporting is carried out by the Bursar.         
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Ordering Goods Policy 
 
Introduction 
 
This is a list of the procedures for ordering goods, receiving goods and authorising 
payments. 
 
Procedure for Ordering Goods 
 

• Budgets are controlled by the Headteacher and Bursar. 

• Members of staff placing an order need to follow these procedures. 

• Look at the various supplier catalogues available to ascertain the best value for 
money.  Take particular note of the prices from YPO. 

• A requisition is passed to the Headteacher for approval. 

• When it has been checked the order will be typed into the SIMS system by the 
Bursar and forwarded to the supplier (once signed by 2 members of staff). 

 
Procedures for Receiving Goods 

 

• When an order arrives, the delivered goods are checked against the delivery note (if 
there is one) or else against the original order and invoice. 

• The goods are put into stock – stored according to the agreed procedures. 

• Give the delivery note to the Bursar.  If no delivery note is available pass on your 
acceptance of the order – making a note of any problems. 

 
Procedures for Authorising Payments 
 

• All payments are authorised through the SIMS system when an invoice is received 
and a cheque is issued or a BACS run produced.  The cheque is signed by two 
signatories, the Headteacher and the Bursar, as is the BACS run report. 

• The Bursar retains a copy of all orders, with delivery note (if available) and the 
invoice.  These are filed together in the Administration Office. 

•  A record of the cheques/BACS run issued is kept in the Administration Office with 
the original order and delivery note. 
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           Appendix 1 
Roles and Responsibilities 

 
Governing Body 
 
Statutory (Education School Government Regulations 2000 & Section 21 Ed Act 2002) 
 
Collectively responsible for: 
 

o The overall direction and strategic management i.e. setting aims and objectives, policies 
and targets and review progress and strategic framework in the light of progress. 

o Setting financial priorities through the SDP, 3-year financial plan and the annual budget. 
o Ensuring the school meets its statutory obligations. 
o Setting spending priorities in accordance with the SDP / SIP and the statutory curriculum 

requirements laid down by the government. 
o Approving and monitoring the annual budget (may be delegated – School Governance 

Procedures Regulations 2003, part 4). 
o Ensuring the budget is managed effectively. 
o Deciding whether to delegate their powers to spend the delegated budget to Headteacher 

and or sub committee and if so, the financial limits of the delegated authority (Annual 
Scheme of Delegation). 

o Determining the remit for Resources Committee, define terms of reference and extent of 
delegated authority and arrange for annual review of remit and membership. 

o Determine the staff complement and a pay policy (in accordance with School Teachers Pay 
and Conditions). 

o Making sure accurate accounts are maintained. 
o Establishing and maintaining a Register of Business Interests. 
o Acting as a “critical friend” to the Headteacher by providing advice, challenge and support. 
o Ensuring that all meetings (full GB and committees) are minuted and in sufficient detail to 

record decisions taken (1998 SS and Framework Act Regulation 3). 
 
More Specific Responsibilities 
 

o Ensuring there is a handbook containing a description of financial systems and procedures 
for staff with financial management responsibilities. 

o Ensuring that through the Headteacher / Bursar the school complies with the Council’s 
Contract and Financial Procedures Rules. 

o Establishing formal procedures and a timetable for budget planning. 
o Responding promptly to recommendations made by auditors or inspectors. 
o Monitoring the budget and implementing virements where appropriate. 
o Ensuring the school obtains best value for money when purchasing goods and services. 
o Evaluating the effectiveness of spending decisions (may be delegated). 
o Considering whether or not to insure risks not covered by the LA. 
o Establishing a Charging Policy for the supply of goods and services. 
o Authorising the disposal or write off of equipment. 

 
Resources Committee 
 

o To fulfil financial management responsibilities of the Governing Body in accordance with its 
remit and delegated responsibility. 

o Ensure that the Governing Body is kept fully informed about financial issues and any action 
taken or decisions made. 

o Provide summary reports for the Governing Body on all matters within its remit. 
o Draw up the budget for approval (unless delegated) by the Governing Body. 
o Explore different expenditure options and assess expenditure bids. 
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o Forecast likely future pupils rolls and income levels. 
o Monitor budgeted income and expenditure. 
o Monitor and adjust in-year expenditure levels. 
o Ensure accounts are properly finalised at year-end / review outturn. 
o Evaluate the effectiveness of financial decisions. 
o Administer the school’s voluntary fund. 

 
Headteacher 
 
Statutory Role – Section 21 Education Act 2002 
 
Headteacher is responsible for: 

o The internal organisation, management and control of the school. 
o Advising on and implementing the Governing Body strategic framework. 
o Formulating aims and objectives, policies and targets for consideration by the Governing 

Body. 
o Reporting on progress to the Governing Body at least once a year. 
o Formulating and implementing the policies for leading the School towards set targets. 
o Giving the Governing Body enough information to satisfy itself that delegated 

responsibilities have been met. 
o Ensuring resources are used efficiently and effectively. 
o Drawing up and submitting the annual budget plan. 
o Leading and managing the creation of the SDP. 
o Ensuring that the requirements of the Scheme for Financing Schools and the school’s 

internal Financial Regulations are implemented. 
o Establishing sound internal financial records. 
o Checking that the delegated funds are correct. 
o Producing financial reports and supporting information to the Governing Body and Local 

Authority as appropriate. 
o Meeting with the school’s Support Officer to discuss the financial position. 
o Obtaining governor’s approval for commitments and budget virement in excess of the 

delegated limit. 
o Considering and responding promptly to recommendations in audit / inspectors reports and 

advise governors of results and any remedial action to be implemented. 
o Ensuring the maintenance of accurate and current inventories. 
o Arranging annual review of insurance cover. 
o Implementing School Pay Policy and appointment procedures. 
o Setting appropriate priorities for expenditure, allocation of funds and ensuring effective 

administrative control. 
 
Finance Staff 
 
Bursar 
 
Responsibilities include: 
 

o Working with the Headteacher in preparation of the annual budget. 
o Implementing the finance policies. 
o Financial processing. 
o Monitor the budget on a day to day basis. 
o Preparation of budget monitoring reports and supporting information. 
o Supervision of support staff. 
o Any other duties outlined in job description
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                 Appendix 2 

DELEGATION FORM FINANCIAL YEAR 2021/2022     BRADSHAW HALL PRIMARY SCHOOL 

It is necessary for each Governing Body to decide and minute formally, at a full Governing Body meeting, which responsibilities it is proposing to delegate and to whom.  

This is simply to ensure that there is no misunderstanding about who is allowed to do what.  All boxes on this form need to be completed (or N/A) but any items not  

delegated will remain the responsibility of the full Governing Body.   

Please note: In order to ensure that the Governing Body’s intentions are clear, “not delegated” should be recorded in the appropriate box if that power is not 
delegated. 

FUNCTION DELEGATED TO 

 
FINANCE SUB-

GROUP/RESOURCE 
COMMITTEE 

HEADTEACHER 
AND 

CHAIRPERSON 
HEADTEACHER 

PREPARE BUDGET NOT DELEGATED NOT DELEGATED NOT DELEGATED 

MONITOR BUDGET DELEGATED DELEGATED DELEGATED 

AFTER APPROVAL OF BUDGET, AUTHORITY FOR VIREMENT UP 
TO (PER INDIVIDUAL TRANSACTION).  A REVISED BUDGET 
MUST BE SUBMITTED FOR APPROVAL AT THE NEXT MEETING. 

£15,000 £10,000 £5,000 

AUTHORITY TO SPEND UP TO (PER INDIVIDUAL ORDER) £15,000 £10,000 £5,000 

AUTHORITY TO SELL ASSETS UP TO (PER INDIVIDUAL 
TRANSACTION) 

£7,000 £5,000 £2,500 

Whilst the preparation and monitoring of the budget may be delegated, the full Governing Body must approve the budget and determine the frequency of the budget reports.  
Written reports will be made:  Monthly/Half-Termly/Termly   (Please delete as appropriate) 

Chair’s Signature ………………………………………………………………………  Date ………………………………………….. 


