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Watcombe Primary 
 
Adoption of Policy 
 
 
This document has been adopted by the Governing Body of Watcombe Primary School, as a policy 
framework for the management of school finances, and should be read in conjunction with the 
Financial Regulations for Schools as detailed within Section 4 of Torbay’s Schemes for Financing 
Primary, Secondary & Special Schools. 

 
 

Signed         Head teacher            Date 19.10.22 

 

Signed   Chair of Governors   Date 19.10.22 

 

Approved at Full Governing Body meeting on _____________minute ref_______ 
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Section 1         School Governance 
 
 
The Governing Body is collectively responsible for the overall direction of the school and its strategic 
management and has a responsibility, not only to be effective, but seen to be effective.  Therefore, 
the School will manage and administer its affairs in accordance with high standards of Public Sector 
Administration, based on a distinct set of values, the fundamental principles of which are as follows: - 

 

• Openness – an approach to all interested parties in the disclosure of information, that lends 
itself to necessary scrutiny. 

• Integrity – this is best described as both straightforward processes and completeness.  

• Accountability – the process whereby individuals are responsible for their actions and 
decisions. 

• Selflessness – Governors should act solely in the public interest and not in a way that is likely 
to confer financial benefits, preferential treatment or other advantage, on others. 

• Objectivity– In carrying out public business, including making public appointments, awarding 
contracts, or recommending individuals for rewards or benefits, decisions will be made on 
merit. 

• Honesty – Governing Bodies have a duty to uphold the law, and to act on all occasions in 
accordance with the trust placed in them. 

• Leadership – those in leadership should promote and support the above principles by 
leadership and example, always acting in such a way to preserve public confidence in the 
Governing Body. 

 

The Governors and School Management will comply with or have regard to: 
 

• Minimum standards of financial management as set out in the Schemes for Financing Primary, 
Secondary & Special Schools, which contains Torbay Council Financial Regulations, Financial 
General requirements, and any documents that supersede, update or revise current guidance. 

 

• The requirements of the Schools Financial Value Standard (SFVS) which applies to all Maintained 
schools (see Appendix B). 

 

• Advice and guidance relating to the financial performance of schools arising from the work of the 
LA, OFSTED, Internal Audit and other interested parties. 

 

• The “Best Value” approach, which although not a statutory requirement for Schools, seeks to 
ensure that, in aiming to raise standards a proper balance is struck between costs (in terms of 
economy and efficiency) and effectiveness (in terms of performance and the quality) of what they 
provide.   
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Section 2           Financial Conduct 
 
Register of Business Interests 
 
The Governing Body and school staff has a responsibility to avoid any conflict between their business 
and personal interests and affairs and interests of the school.  A register of business interest will be 
maintained for both Governors and staff with an influence over spending decisions, and be freely 
available for inspection by governors, staff and parents. 
 
The register will include all business interests such as directorships, share holdings and other 
appointments of influence within a business or other organisation, which may have dealings with the 
school.  The disclosures should also include business interests of relatives and other individuals who 
may exert influence.  The school will ensure that the register is up to date and complete, ensuring all 
governors and relevant staff in this regard have signed and dated their entries.  A Summary of the 
Governors register of Business interests will be posted on to the school website in accordance with 
the Local Authority scheme for Financing Schools. 
 
Appendix A – provides a model register of business interests. 
 
Financial Malpractice 
 
This school believes that staff should be able to raise concerns properly, in confidence and without 
prejudice to their personal position.  Where appropriate this will include an opportunity to raise 
concerns outside the line management structure, and an indication of the proper way in which 
concerns may be raised outside the organisation if necessary. 
 

The Chair of Governors has been nominated as a contact point for queries of a confidential nature 
arising from the financial work of the school. 
 
Goods and Services for Private Use 
 
The school will avoid practices such as obtaining goods and services that may include an element of 
private use for governors or staff.  Governors and staff will also avoid accepting excessive hospitality, 
entertainment, or other services from existing or prospective suppliers. 
 
All Governors and staff responsible for incurring expenditure must record all offers of Gift and 
hospitality offered in connection with their links with the school and whether the offers were accepted 
as per section 4.3.5 of the Financial Regulations for Schools. 
 
Payments to individuals 
 
All payments to individuals, sole traders and Personal Service Companies (PSC) require the School 
to evaluate whether they should be paid as a worker through the payroll system or as self-employed 
even if the worker has registered as self-employed or runs a Limited Company.  The School and the 
worker need to answer the employment status for tax on the HMRC website, 
https://www.tax.service.gov.uk/check-employment-status-for-tax/setup to establish the correct method 
of payment. 
 
If the School wish to engage an agency worker, they must assess the role using the ‘employment 
status for tax’ tool and inform the agency of the outcome so that the agency can pay the worker and 
make deductions appropriately. 
 
Payment for employment will not be made to staff through any other mechanism other than Payroll.  
Payroll transactions relating to Torbay Council staff will be processed against a fund provided by the 
Authority and not a voluntary unofficial fund. The Governing Body has delegated to the Finance 
and/or personnel Committee authority to approve any arrangements for acting up/extra duties 

https://www.tax.service.gov.uk/check-employment-status-for-tax/setup
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ensuring that they are compliant with Job Evaluation regulations subject to an annual report to the 
Governing body of such payments. 



 

 6 

Section 3                         Roles, Responsibilities & Accountability  
 

 
Limits of Delegated Authority – spending limits and funding adjustments 
 
The Governing Body recognises the importance of clearly defining the roles and responsibilities of its 
committees, the Head teacher and other staff.  The terms of reference for the Governors’ Finance 
Committee are laid out in a separate document as agreed or reviewed by the whole governing body 
and is reviewed annually at the first meeting of the finance committee for each academic year. 
 
In accordance with the school’s needs and priorities as laid out in the School’s Improvement Plan, the 
following arrangements have been approved in relation to the School Budget, other external income 
managed within the context of the overall school budget: - 
 

The full Governing Body will decide how to spend the budget allocated within the LA’s scheme of 
delegation subject to: - 
 

• any conditions in the LA’s scheme included to protect its legal duties; 
 

• the budget must be spent only for the purposes of the school. 
 

• In relation to any other earmarked funding - any conditions appertaining to the grant. 
 

Authority has been delegated from the Governing Body: - 
 

• to the Finance Committee to authorise spending as required subject to the necessary budget 
provision being available.   

 

• to the following staff to authorise spending on any one order up to the sums specified and to 
authorise virements from one budget heading to another up to the sums specified.  Beyond 
this level the approval of the Finance Committee or the Governing Body is required.  For 
purchases in excess of £6,000 the school will adhere to the provisions contained within 
Section 4.7.10 to 4.7.32 of the Financial Regulations for Schools, within the Scheme for 
Financing Schools as they relate to market testing. 

 

 Spending 
limits 

Virement* 
limits 

Credit/Purchase 
card spending 
limits 
 

Asset Write off 
limit 

Head teacher £6,000 £6,000 £6,000 N/A 

Deputy Head teacher £6,000 £6,000 N/A N/A 

SBM £6,000 £6,000 £6,000 N/A 

 
 
* the transfer of monies between previously agreed budget headings. 
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Effective operation of the Finance Function 
 
The Head teacher is responsible to the Governing Body for ensuring the effective operation of the 
finance function.  The Head teacher will ensure that: 
 
• The role of each member of staff is clearly defined and the duties of staff concerned with financial 

transactions will, as far as is practical be distributed to ensure that key tasks are assigned to 
separate members of staff and that appropriate systems of internal check exist.   

 
 
Separation of Duties 
 
In order to reduce the risk of error or intentional manipulation, the Governing Body and the Head 
teacher will ensure the separation of those responsibilities or duties which would, if combined, enable 
one individual to record and process a complete transaction.   
 
Wherever possible the following duties will be separated:- 
 

1. authorisation – of a transaction such as a purchase order or payment. 
2. execution – the placing of an order, receiving of goods and services 
3. custody – the holding of goods and services 
4. recording – the completion of accounting records 

 
All staff and Governors need to have regard of:- 
 
1. Torbay Council Financial Regulations and Instructions are adhered to, to ensure systems are in 

place to maintain robust financial control at all times.  The financial regulations can be found at - 
www.torbay.gov.uk (About the council / How the Council works / Constitution - under Part 4 
‘Standing Orders and Financial Regulations’). 
 

2. Appropriate documentation and records of transactions are maintained to specified standards. 
 

Separation of duties  - matrix 
 

Task 
 

Responsible officer 
 

Orders raised Budget holder 

Orders processed Administrator 1 

Orders authorised SBM 

Goods and services checked in Administrator 1 

Payments processed or returns made Administrator 2 

Payments authorised Head teacher 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.torbay.gov.uk/
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Staffing of the Finance Function 

 
The appointment of staff should be made with due regard to the qualifications and capabilities 
commensurate with their duties.  Inevitably, the proper functioning of any system depends on the 
competence and integrity of those operating it.  The qualifications, experience and personal qualities 
of those involved with financial arrangements are important features of an effective control system. 
 
Consequently, the Governing Body should establish procedures to ensure that: - 
 

• personnel are competent, suitably qualified and trained to perform at a level commensurate 
with their responsibilities. 

 

• clear statements of criteria for personnel selection and formal job descriptions are 
maintained. 

 

• the finance staffing levels are adequate. 
 

• there are effective arrangements in place to deal with the absence of key financial personnel 
 
 
Training / development 

 
The Governing Body should keep under review any training needs and opportunities for staff, 
particularly for those with financial responsibilities.  Training is available through a number of 
organisations both in relation to general financial principles and procedures and more specifically in 
relation to the accounting requirements of schools. 
 
 
Cover Arrangements 
 
In the absence of a key member of staff, arrangements will be made to ensure the effective operation 
of the finance function and to ensure that financial control is maintained.  This will be achieved 
through a combination of:-  
 

•  Work shadowing 

•  Documented financial procedures 

•  Specified cover responsibilities within job descriptions 

•  Support from the Local Authority’s Schools’ Finance Officer 
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Section 4                       Financial Planning & Reporting 
 
 
Financial planning is an essential part of good financial management and provides a clear view of 
how the school intends to use its resources.  The School Improvement Plan should cover in outline 
the school’s educational priorities and budget plans for the next three years, showing how the use of 
resources is linked to the achievement of the school’s goals. 
 
A three year plan will be presented to the Governors at the start of each financial year, giving full 
details of assumptions including inflation rates applied, planned staffing arrangements and other 
budget areas. 
 
 
Costing 
 
Governors should ensure that the school’s budget is based on realistic estimates of pupil numbers; all 
expected expenditure and income, including grant income shall be included, so that planned 
expenditure does not exceed the available budget.  Governors should also ensure that any new 
initiatives are carefully appraised in relation to all likely costs and benefits and their financial 
sustainability, before being formally approved. 
 
 
Budgeting 
 
The budget is the mechanism for monitoring income and expenditure throughout the year.  The Head 
teacher will be responsible for preparing the budget in sufficient detail to enable the effective 
management of the available funds by the Governing Body.   
 
 
Contingencies / Reserves 
 
Due to the uncertainty of financial projections and the probability that changes will be required to 
budgets during the year, a contingency will be set aside in the budget.  The contingency will be 
shown as a single explicit figure rather than being spread across a number of budgets.  The level of 
this contingency will be kept to a minimum (as a guide: 5% of total funding for Secondary schools and 
8% for Primary & Special Schools) and in part will be determined by local knowledge, and by 
experience gained over previous years.  This experience will be gained from the process of reviewing 
actual expenditure against budgets on a regular basis. 
 
 
Financial reporting 
 
The School Business Manager will provide regular (at least half termly) budget reports to the Finance 
Committee, whose recommendations are reported to the full Governing Body.  As a minimum 
standard this should include:- 
 

• budget monitoring statements for all sources of funding including School Budget Share, Network 
funding and Voluntary Unofficial Funds.  The statement will show a comparison of income and 
expenditure to the approved budget, the forecast year end position and its relationship to 
contingencies or reserves. 

 

• As a matter of best practice a written report will accompany financial statements providing details 
of major variations, future planned expenditure and virements made between budget headings.  
In respect of the school budget share, reference should also be made to pupil number forecasts 
and the financial implications of any changes. 
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The Head teacher is responsible for ensuring that quality controls are in place so that reports are of a 
sound standard and where budgets are managed by budget holders to ensure the reliability of the 
information. 
 
The Governors and the Head teacher will periodically review the provision of financial information to 
ensure that what is provided remains appropriate and timely. 
 
 
Deficit Budgets/Licensed deficits 
 
The governors and the Head teacher may not plan for a deficit budget, except with the express 
approval of the Director of Children’s Services and the Section 151 Officer as provided for in Section 
3.1.7 of the Schemes for Financing Primary, Secondary & Special Schools. 
 
The Governor’s accept that any deficit balance at the end of a financial year will be carried forward 
and treated as a charge against the following year's budget share.  
 
When a deficit position is considered likely the Head teacher will liaise with Torbay Council Officers in 
regards to obtaining a licensed deficit and the conditions surrounding the approval as per section 
3.1.7 of the Scheme for Financing Primary, Secondary & Special Schools. 
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Section 5             Purchasing & Payments 
 
 
Value for Money (All limits are deemed to be VAT exclusive) 
 
The governing Body aims to achieve best value for money from all its purchases.  The Head teacher 
is responsible for ensuring procedures are in place for testing the market, placing of orders and 
paying for goods and services in accordance with financial regulations. 
 
School’s Procurement Process is below: 
 

Goods/Works/Services  

Estimated Value of the 

Procurement 

Procurement Process 

 

Up to £10,000 

 
Head teacher or authorised deputies to arrange directly. Obtain 
one written quotation. To ensure best value, good practice is to 
obtain more than one quote. All spend in excess of £6,000 to be 
reported to either the Governing Body or Finance Committee. 
 

 

£10,001 to £25,000 

 
Where award of the Contract will be based purely on price request 
written quotes either by post or email from minimum of three 
preselected economic operators. Retain written evidence to 
demonstrate the economic operator selected offers best value. 
Where award of the Contract will be based on a combination of 
quality and price use the process defined under for spend £25,001 
to £50,000. Such expenditure to be reported to either the 
Governing Body or Finance Committee. 
 

 

£25,001 to £50,000 

 
Offer the opportunity to a minimum of three preselected economic 
operators through formal written quotations, taking into account 
both quality and price. Documentation must be held on file. 
Expenditure to be authorised by the Governing Body or Finance 
Committee. 
 

 

£50,001 to Public 

Procurement Spend 

Threshold  

 

 
Advertised invitation to Tender. Process to be run electronically, 
giving potential suppliers’ free and unrestricted access to the 
tender documents. Procurement process to be run in accordance 
with the Public Contracts Regulations 2015 in certain aspects. 
Documentation must be held on file. Expenditure to be authorised 
by the Governing Body or Finance Committee. 
 

 
Public Procurement Spend 
Threshold and Above 

 
Advertised invitation to Tender. Process to be run electronically, 
giving potential suppliers’ free and unrestricted access to the 
tender documents. Procurement process to be run in accordance 
with the Public Contracts Regulations 2015. Documentation must 
be held on file.  Expenditure to be authorised by Governing Body 
or Finance Committee.  The opportunity must be advertised on the 
government Find a Tender service portal. 
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The Governing Body to obtain a minimum of FIVE written tenders. Tenders may be obtained via 
public advertisement, invitation to tender from a standing list where such a list is maintained, or from 
named persons. Where price is expected to exceed Regulated Spend thresholds, EU Procurement 
Directive and Public Contracts Regulations 2015 tendering rules should apply including appropriate 
advertisement on Find a Tender (FTS). 
 
Where major works are commissioned with a value in excess of £50,000 the written tenders will be 
sought and procedures for advertising submission, receipt and opening and recording of tenders will 
conform to Council standing orders and where appropriate EU Procurement Directive and Public 
Contracts Regulations 2015 tendering rules. In instances where the lowest quotation is not accepted 
and expenditure does not exceed £10,000 this should be reported to the Finance Committee and the 
reasons for the decision recorded in the minutes of the meeting.  
 
Where the lowest quotation / tender is not accepted for purchases above £10,000 the approval of the 
Finance Committee, through the Chair must be sought.  
 
The finance committee will undertake a value for money audit annually that covers pre-determined 
budgets that usually represent significant spending through any School Improvement Plan Priorities. 
 
 
Orders for Goods and Services 
 
Orders will be raised through the SIMS system on receipt of a Requisition Form signed by the 
relevant Budget Holder.  All telephone orders will be kept to a minimum and be followed by a 
confirmation order within 24 hours.  
 
The Requisition Form will be retained with the copy order. 
 
 
Goods Returned 
 
The school maintains clear policies on returned goods.  Goods returned book is maintained in order 
to document the return to the supplier.  This includes a description of the goods and reason for the 
return.  This procedure ensures that replacements or credits are received for all returns. 
 
 
Leasing Arrangements 
 
Before leases are entered into the School Business Manager will establish the type of lease i.e. 
whether it is an operating lease or a finance lease.  This will be established by completion of the 
finance questionnaire for contracts / assets which will be obtained from Children’s Finance. 
 
Once the lease type is established the school will consult with the Section 151 officer before formally 
entering into any finance lease (including hire purchase agreements dependant on the transfer of 
risk) as these types of lease count towards Torbay Council’s approved allocation of capital 
expenditure.  
 
There will be no leased property brought onto the school site unless approval for the finance lease 
has been given in writing by the Section 151 Officer. 
 
 
ICT Procurement 
 
For ICT procurement please see the separate ICT Procurement policy. 
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Payment of Accounts 
 
Invoices should only be paid when the budget holder is shown evidence that goods or services have 
been received and are of the quality expected.  Payment should be made within 30 days from receipt 
of the goods or services, and discounts taken for quick payment where appropriate. Payment should 
be received by the supplier within the 30 days.  If payment is made outside the terms of payment, you 
may be liable to a financial penalty under the provision of the EU Late Payment Directive as amended 
2013. 
 
 
BACS – LPS Only, Remove if Central payment school 
 
Use of BACS Payments (Bank Automated Clearing System)  
 
The Governing Body has authorised the use of BACS payments to suppliers having considered this 
payment method and the appropriate controls over usage.  BACS should be used as the preferred 
method of payment as it provides a more secure route for payment reducing the potential for fraud.  
 
BACS will be used in accordance with the limits of delegated authority ensuring appropriate 
separation of duties. BACS payment runs will be authorised by two authorised members of personnel 
who will check that payments are being made to the correct supplier and that the amount is correct. 
 
 
Credit/Debit & purchase cards 
 
The Governing Body will approve any applications for credit/debit or purchase cards including who 
will use the card and any associated credit limits.  This approval will not be delegated to the head 
teacher in accordance with section 4.20 of the Schemes for Financing Primary, Secondary & Special 
schools.  The decision will be fully minuted for audit purposes. 
 
All applications will be submitted to the payments team and the Governing Body will obtain approval 
from the Children’s Finance Team for the opening of any credit/debit or purchase card account. 
 
The Governing Body will ensure that cards will only be used by the Head teacher and nominated 
staff. All cards will be held securely at all times and will not be given out to others to use. Only the 
card holder can take the card off site. 
 
Where the Governing Body delegate authority to nominated staff for the making of payments by 
credit/debit cards all staff issued with a payment card must sign protocol regarding the use of cards. 
 
Breach of this code will be considered misconduct.  Cards will only be allocated to staff with 
delegated authority to authorise payments. 
 
Statements must be received at the school and thoroughly checked by a senior member of staff who 
is not a card holder. 
 
Record of cards held at Watcombe Primary School: 
 

Name of card holder Credit, Debit or Purchase card 

1. D J Saunders Credit 
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Petty Cash 
 
The Head teacher is responsible for the operation of the Petty cash account, which should comply 
with Section 4.14 in the Schemes for Financing Primary, Secondary & Special Schools.  Petty cash 
will be held on an IMPREST system with reimbursement against properly authorised vouchers.   
 
The current IMPREST holding is £400, as approved by the Governors at their meeting on (insert 
date).  The maximum limit for individual disbursements is £50 as approved by the Governing Body at 
their meeting on (insert date). 

 
 

Petty Cash administration 
 
All transactions should be entered into the SIMS petty cash record on a regular basis and regular 
reconciliation undertaken to ensure that the IMPREST system remains in balance with the 
designated bank account. A final end of year reconciliation will be completed on 31st March each 
year, certified by the Head teacher and submitted to Children’s Services Finance as part of the 
Closure process. 
 
The Governing Body acknowledges that should that Imprest account overdraw the school will be 
liable for any bank charges and interest incurred. 
 
 
Physical Security 
 
Petty cash will be kept in the safe.  The School will ensure that their insurance cover is compatible 
with the amounts of cash held in the school on a regular basis and secure the cash in a safe where 
required under the policy. 
 
Access to cash, cash records and forms should be restricted to authorised personnel.  Secure safes 
and containers should be provided for cash, records and valuables.  
 
There should be regular independent checks on petty cash holdings and records.  The Head teacher 
or other designated person, who is not involved in recording petty cash transactions, will carry this 
out periodically throughout each term. 
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Section 6        Income, Debtors, Charging of Fees & Lettings 
 
 
Income  
 
The Head teacher is responsible for the correct accounting of all income due to and cash collected for 
the school.  Where possible, the Head teacher will ensure the responsibility for determining sums due 
to the school is separated from the responsibility for collecting and banking such sums. 
 
Where invoices are to be raised, the school will do so promptly using authorised arrangements.  
Where cash is collected, whether it is due to a fund provided by the LA or an unofficial fund, a receipt 
will be issued or in agreed circumstances Collection Listings may be used.  The receipt books used 
will be those approved by Torbay’s Head of Finance and separate books will be used for LA and 
unofficial funds. 
 
Cash and cheques collected will be kept secure until the time of banking.  Income collected will be 
banked in full, as promptly as possible in compliance with the Accounts and Audit regulations in force 
at the time. It will not be used to top up the Imprest account, cash personal cheques or for any other 
payments.   
 
Sums received will be reconciled to the sums banked.  Through reconciling to the Torbay Council 
General Ledger (FIMS), the school will ensure that sums banked via Torbay Council’s Exchequer 
system are correctly attributed to the school. 

 
Online payments systems 
 
Online payments systems may be used if agreed by the Governing Body to enable parents to pay 
school fees and to limit the number of potential bad debts. 
 
Income received through online payments systems will be adjusted to gross up income, where the 
online payments system nets fees and VAT on those fees, from the income received.  Fees will be 
charged to expenditure and the VAT will be reclaimed. 
 
No card payment facility will be offered without prior approval of the Governing body/Head teacher. 
 
Card payments will only be processed through the payment gateway specified by the Governing 
body/Head teacher once a full cost analysis of the software options has been undertaken to ensure 
value for money. 
 
Only dedicated hard wired PC’s, where the appropriate software has been loaded by the school IT 
service, within the schools firewall may be used to take credit and debit card payment details.  For 
clarification, laptops and WIFI connections must not be used to take card payment details. 
 
It is the responsibility of the operation’s manager at the point of collection to ensure that only staff 
trained and authorised to use the payment card facility do so and that they have read, understood 
procedures for taking card payments. 
 
All Chip and Pin machines must only be used where the customer is actually present and personally 
able to key in their pin number, the card must not be removed from the customer’s presence. 

 
Sundry Debtor Accounts and Debt Recovery 
 
All debtor accounts will be raised in a timely manner, and clear guidance given to the debtor regarding 
settlement dates and payment required.  A credit rating will be applied to any “non established” debtor 
and, if necessary, payment in advance will be required.   



 

 16 

Debt Monitoring / Debt Recovery 
 
All debts will be monitored at regular monthly intervals, via an “Aged debtor report” in the case of 
SIMS accounts or an appropriate manual record.  As a minimum requirement the report will contain 
the following information 
 

• Debtors name/description 

• Amount of Debt 

• Period of debt outstanding 
 
The Governing Body will agree a policy for debt collection. The policy requires that persons who do 
not pay receive a follow up demand and subsequent follow up and appropriate further action in 
accordance with section 4.12.13 of the Schemes for Financing Primary, Secondary and Special 
schools. 
 
The following recommended timescale and actions will be applied in respect of debt monitoring:- 
 
 

Outstanding 
 
Day 1- debt is raised 
 
Day 30 
 
 
Day 44 
 
 
Day 51 

Required action 
 
Debtor has 28 days to clear debt. 
 
If debt is still outstanding, reminder sent to customer.  
Customer must respond within 7 days  
 
If debt is still outstanding a final reminder/pre 
proceedings letter is sent. 
 
If debt is still outstanding, issue proceedings to 
formally recover the debt. 
 

 
 
Bad Debt Write off – Local Payments Schools 
 
All debts under one year old must be written back to the School’s budget of the amount that has been 
accrued, however, attempts to collect the debt should continue. 
 
The decision to write off a debt will be made by the Governing body or sub committee of the 
Governor’s for any debt up to £1,000.  The decision will be given consideration following a report from 
the Head teacher, it will be clearly minuted and a summary supplied to the LA on an annual basis.  
The Governing Body can not write off any income relating to the LA e.g. non-delegated school meals 
income. 
 
The LA will be advised of any debt that exceeds £1,000, so that appropriate debt recovery action can 
be taken. Before the decision to write off the debt can be made by the Section 151 Officer, each case 
will be considered on its merits and will include consideration of factors such as the value of the debt 
in relation to the cost of recovery and the likely success of proceedings.  
 
The Bursar will send a summary of sums written off to the Children’s Finance team on an annual 
basis. 
 
 
 
 
 



 

 17 

Charging and Remission of Fees 
 
The Governing Body will determine charging and remission policies annually on the basis of 
recommendations put forward in a written report by the Head teacher.  The policies adopted will be 
based, wherever relevant, on guidance issued by the DfE. 
 
DfE guidance can be accessed on line using the following link:- 
 
https://www.gov.uk/government/publications/charging-for-school-activities 
 

See separate policy for details. 
 

 
 
Lettings 
 
Lettings take place at Watcombe Primary School. 
 
The School’s letting policy is set by the Governors and covers the following: 
 

• Costing depending on whether hirer is Statutory, Designated or private 

• Scale of Charges 

• Arranging a letting 

• Charging the customer 
 

In broad terms, the following should apply when considering a let:  
 

• Aim should be to maximise use of valuable property resources 

• Educational use should take precedence over other activities, unless a statutory user requires 
the premises. 

• The School Budget Share should not subsidise a letting of any kind and in the case of private 
lettings a profit may be made. 

• All lettings must at the very least break-even 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/charging-for-school-activities
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Section 7               Bank and Building Society Accounts 
 
 
The Head teacher is responsible for ensuring arrangements operated are in accordance with 
procedures specified by Financial Regulations and the Local Payments Scheme. 
 
 
Opening of Bank & Building Society Accounts 
 
The opening of all accounts should be authorised by the Governing Body who should set out, in a 
formal memorandum, the arrangements covering the operation of accounts, including any transfers 
between accounts and cheque signing arrangements. The operation of systems such as Bankers 
Automatic Clearing System (BACS) and other means of electronic transfer of funds should also be 
subject to the same level of control.  The bank should be advised that the account must not become 
overdrawn since schools are prohibited from borrowing to finance a revenue deficit in accordance 
with the Scheme for financing schools section 4.11.5. 

 
 
Deposits 
 
Schools should ensure that particulars of any deposit are entered on a copy paying-in slip, 
counterfoil or listed in a supporting book.  The details should include: - 
 
* the amount of the deposit and date of receipt and 
* a reference, such as the number(s) of the receipt(s) or the name of the debtor.  
 
 
Payments and Withdrawals 

 
There should be robust controls over all ways in which funds may be drawn from accounts, including 
such operations as standing orders, direct debit mandates, BACS payments and salary payments. 
 
 
Bank Account Withdrawals 
 
Schools should implement the following controls, ensuring that: - 
 
a. there is separation of duties between the authorisation, preparation and issue of cheques, so 

that no-one who may sign a cheque may also prepare and issue it. 
 
b. suitable authorised documents for example cheque requisitions exist or are approved by non-

signatories (who need not be governors) in respect of every cheque signed. 
 
c. a minimum of 2 people are authorised to sign cheques and at Watcombe Primary School those 

authorised are the SBM, Administrator, the Head teacher and the Deputy.  All must be kept up-
to-date with current procedures. 

 
d. mandates are held by the school's bankers detailing the arrangements in (c) together with 

clear instructions that the school's bank accounts must not become overdrawn. 
 
Controls as in (a), (b) and (c) exist over electronic withdrawals and electronic transfer of funds, 
including BACS and direct banking links such as telephone banking or computer banking e.g. for 
payroll purposes or the investment of surplus funds or other transfers of funds between accounts. 
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If payments are to be made by BACS transfer, the school must ensure that the details of the 
receiving bank account are correct and that there are controls in place to guarantee the accuracy 
and authenticity of transactions. 
 
 
Treasury Management 
 

a. Schools should ensure bank statements are received regularly and that reconciliation is 
performed at least on a monthly basis and that all bank accounts are reconciled to the school’s 
cash book and adjustments that arise are dealt with promptly.  

 
b. Printouts of outstanding debits and credits should be attached to the reconciliations. 
 
c. Unpresented cheques over 6 months old should be written off. 
 
d. The bank account should not become overdrawn. 
 
e. Deface and retain any cancelled cheques. 
 
f. A final bank statement to SIMS reconciliation is carried out as at 31st March each year. 

 
 
Investments Strategy 
 
Schools operating local payments will only make investments with named institutions and must carry 
no risk to the capital sum. Arrangements must not be made through intermediaries. 
 
The Governing Body and Head teacher will undertake detailed research before investing any funds in 
high interest accounts.  The school will ensure that the best available return on investments is 
obtained commensurate with proper levels of security and liquidity. 

Investments to any one borrower shall not exceed the limits laid down in the Council's Treasury 
Management Practices at any one time.   
 
All investment arrangements will be reviewed at least annually by the Governing Body. 

Investment of Council funds shall be made by the Section 151 Officer in the name of Torbay Council 
or its approved nominees.  The Treasury Management Strategy (in line with the CIPFA Code for 
Treasury Management in Local Authorities and any other relevant legislation in force at the time) shall 
be adhered to at all times. 
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Section 8              Security of Assets incl. insurance & Data Protection 
 
 
Insurance 
 
The Head teacher will review the insurance needs of the school annually and liaise with the LA where 
appropriate to ensure that specific arrangements remain appropriate.  Following the approval of the 
Governing Body, the Head teacher will ensure the agreed arrangements are in place. The Governing 
Body will periodically consider whether to insure risks that are not covered by an existing policy 
arranged by the LA or other body.  The cost of premiums for any additional cover will be met from the 
School’s budget share. 
 
The Head teacher will be responsible for ensuring that the Governing Body is made aware of all new 
risks and all incidents which may give rise to an insurance claim (e.g. accident, theft, etc) are reported 
immediately to the insurers, the Authority or their agent. 
 
 

Computer Systems / Data Protection 
 
The Governing Body recognises the importance of protecting computerised financial management 
systems and the data held within them. The Governing Body will ensure that the school is fully 
registered in accordance with all Data Protection legislation ensuring compliance with all legislation 
and regulations and ensuring that effective backup procedures are in place and that all back-up disks 
are stored securely off-site or in a fire-proof location. 
 
Access to school management computer systems will be limited to authorised staff.  These staff will 
use passwords that should not be disclosed and should be changed regularly.  Only authorised 
software will be used to prevent the import of computer viruses.  Staff will only have access to those 
modules appropriate to their duties. 
 
The Governing body will ensure that a robust system is in place for the secure and encrypted transfer 
of data by email to ensure the school is not open to any data protection breaches. 
 
 

Security of Stock and Other Property 
 
The Head teacher is responsible for the safe custody of cash, the security of other property and for 
stock control and will ensure that inventories are maintained and in a format approved by the Devon 
Audit Partnership.  Inventories will be checked at least annually by designated staff and any 
discrepancy shall be investigated.  Discrepancies over the amount of £200 shall be reported to the 
Finance Committee of the Governing Body.   
 

An inventory should: - 
 

• form an important part of the school's procedures for ensuring that staff take responsibility for the 
safe custody of assets. 

 

• enable school management to undertake independent checks on the safe custody of assets, as a 
deterrent against theft or misuse. 

 

• help the school to manage the effective utilisation of its assets and to plan for their replacement. 
 

• support insurance claims in the event of fire, theft or other losses. 
 
It is good practice to ensure that items particularly at risk should be permanently and visibly marked 
as the school's property and there should be a regular, annual count by someone other than the 
person maintaining the inventory.  This will be the IT Technician. 
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Discrepancies between the physical count and the amount recorded in the inventory should be 
investigated promptly and where significant, reported to the Governing Body. 
 
Safes and similar storage facilities will be kept locked and keys removed to be held by the key holder 
who will be nominated by the Head teacher.  Normally key holders will carry keys on their person and 
keys must not be left on the premises overnight except in another safe.  A list of key holders will be 
maintained by the school and loss of any keys must be reported to the Head teacher and if necessary 
to the LA. 
 
 
Loan of assets 
 
Items of school property should not be removed from school premises without the appropriate 
delegated authority.  A record of any loan should be recorded in the appropriate book by the school 
and the record updated when the asset is returned.   
 
During holiday periods, for security reasons, staff may take high value assets home.  The position 
relating to insurance should be clarified and explained to the staff concerned before any assets are 
taken off the school premises.  If assets are on loan for extended periods or to a single member of 
staff on a regular basis the situation may give rise to a benefit-in-kind.  This has implications both for 
tax purposes for the individual concerned and for the proper use of public funds.  Loans should 
therefore be kept under review and advice sought from the LA as appropriate. 
 
 
Sale/disposal of assets 
 
Surplus portable assets financed from the schools delegated funding can only be disposed of by sale 
or destruction following written authorisation by the Head teacher/Chair of Finance.  The income 
realised from the sale of assets will be retained by the school in accordance with section 4.12.10 of 
the Schemes for Financing Primary, Secondary & Special schools. 
 
Items expected to realise up to £100 will be advertised to parents/employees via school notice board.  
Items expected to realise between £100 & £10,000 will be offered for sale giving priority to other 
schools and/or sections within Torbay Council. 
 
Items expected to realise in excess of £10,000 will be approved by the Chair of Governors and will 
follow the Schemes for Financing Primary, Secondary & Special Schools' procedures in section 
4.7.25.  
 
Surplus assets funding from non-delegated funds will be offered to the LA for relocation. 
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Section 9            Voluntary Unofficial Funds 
 

 
Generally 
 

• The Governing Body approve the operation of the Fund which will be administered in accordance 
with the advice outlined in Torbay’s Council’s guidance document “Voluntary Unofficial Funds in 
Schools and Colleges”, as issued by Children’s Services Finance. 

 
• The accounts are to be maintained within the constraints of the Fund’s objectives, which have 

been approved by the Governing Body. 
 
• The Fund Auditors will be appointed annually by the Governing Body and it will be their 

responsibility to conduct the annual audit in accordance with the Fund Objectives and as 
recommended by the Head of Finance. The timescale for the preparation and delivery of the 
audited report to the Governing Body will be within three months of the Fund year end. 

 
• Bank Accounts are to be maintained at Barclays Bank.  
 

Signing officers for the funds are: - 

Head teacher 
Administrator 
SBM 

 
Operational Policy 
 

Voluntary unofficial funds will be administered in accordance with the following criteria: - 
 

• A minimum of two signatures is required on all fund cheques. 
 

• A formalised monthly reconciliation statement to all the cleared bank balances is required with a 
copy presented for termly meeting of the Finance Committee.  The Head teacher should sign the 
statement as correct. 

 

• All income to be properly receipted. 
 

• Expenditure must be supported by proper invoices and/or vouchers, which must be retained for a 
period of not less than 6 years. 

 

• Items of expenditure in excess of £500 will require the Head teacher’s signature. 
 

• Items of expenditure in excess of £2,000 will require approval by Chair of Finance Committee. 
 

• Wages, honoraria, loans or ex-gratia payments will not be made from Unofficial Funds  
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Appendix A 

 
Register of Business Interests 

 

NAME 

ROLE / POST 

Please note 
You must declare all business interests such as directorships, share holdings and other appointments of 
influence within a business or other organisation, which may have dealings with the school.  You should also 
include business interests of relatives and other individuals who may exert influence.  The school will ensure that 
the register is up to date and complete, includes all governors and relevant staff and in this regard, signed and 
dated.   
This table can be extended if required.   

1  Name of Business 

Nature of Business 

Nature of Interest Date of 
Appointment or 

Acquisition 

Date of 
Cessation of 

Interest 

Date of Entry 
 

    

2  Name of Business 

Nature of Business 

Nature of Interest Date of 
Appointment or 

Acquisition 

Date of 
Cessation of 

Interest 

Date of Entry 
 

    

3  Name of Business 

Nature of Business 

Nature of Interest Date of 
Appointment or 

Acquisition 

Date of 
Cessation of 

Interest 

Date of Entry 
 

    

 
I certify that I have declared all beneficial interests which I or any person closely connected with me have with 
businesses or other organisations which may have dealings with the school. 
 

Signed ____________________________ Date  _________



 

24 
 

Appendix B 
 

School Financial Value Standard 


