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1. Bank Reconciliation
1.1
Bank Accounts – The School operates two bank accounts.

a) Account no. XXXXXXXX
held at Barclays Bank
XX Branch

Business Current Account
This is used for all everyday transactions and represented on FMS6. In most cases this account is zeroed at the end of each day by way of an automatic transfer to:-


b) Account no. XXXXXXXX
            held at Barclays Bank


    XX Branch


    Business Premium Account
Statements for the above accounts arrive weekly.

1.2
Reconciliation – Bank Statements are reconciled within seven days of receipt by the Finance Officer. For the last statement each calendar month a Monthly Reconciliation Form is completed by the Finance Officer. This is checked and signed by the Headteacher, then filed in ’Bank Reconciliation’. Blank forms are also located here. 
Should there be a problem with an entry on a statement, this is investigated by the Finance Officer. In their absence it should be referred to the Office Manager or in her absence the School Finance Support Team.
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2. Charge/Credit Cards
2.1
Credit Card – The School currently operates one credit card account. This is with Business Barclaycard.
There is currently one card on this account in the name of the Headteacher. 
The card is kept in the safe. 

Each time the card it used, it is recorded in the register kept with the card in the safe.
Statements for the above account arrive monthly.

2.2 Reconciliation – Statements should be reconciled within seven days of receipt by the Finance Officer, then checked and signed by the Headteacher.

Should there be a problem with an entry on a statement, this is investigated by the Finance Officer. In their absence it should be referred to the Office Manager, Headteacher or their absence the School Finance Support Team.
3. Computers
3.1 
Access Levels are currently as below:–
	Level
	Held by

	System Manager Access
	I.T. Technician

	FMS6 Supervisor
	Finance Officer

	FMS6 Enter & Authorise
	Office Manager, Admin Asst

	Sims.net Personnel 7
	Finance Officer, Office Manager

	Sims.net Admissions & Attendance
	Office Manager, Admin Asst. responsible for admissions & attendance

	Sims.net
	Other Admin Staff
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System access is determined by the Headteacher and is protected by the use of passwords. Each member of staff with system access uses their own user identification and the system is set to prompt that the password is changed at least every 42 days. Passwords are stored in the safe in a separate sealed, signed and dated envelope for each member of staff.

3.2
E-mails – E-mails are read and distributed on a daily basis by the Office Manager.

3.3 Essex Schools Infolink – The infolink is checked at least once a week during term time for new information by the Office Manager and the Finance Officer. 

4. Financial Reporting
4.1 
To the Headteacher – Most weeks during term time a Weekly Finance Update is produced by the Finance Officer for discussion by the Headteacher and Senior Management Team at their weekly meeting. At appropriate times this will have attached a report of the latest month end position and explanation thereof.


Previous Updates filed in ‘Weekly Finance Update’.
4.2 
To the Governing Body – The Weekly Finance Update is copied to the Chair of the Governing Body and the Chair of the Finance, Premises and Personnel Committee.

Finance Reports are prepared in advance for each Full Governing Body Meeting and Finance, Premises 
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and Personnel Committee Meeting. These should contain Cost Centre Reports and accompanying explanation, together with any other Financial Information relevant to the Governors. Previous Reports are filed in ‘Minutes’.

Contact Information –


XXX, Chair of Governors email

XXX  Chair of Finance, Premises and Personnel Committee email
5. IFS Reconciliation
5.1 LA Income – LA Income is confirmed by receipt of a ‘Notification of a BACS Payment’. The Finance Officer enters the funding into the FMS6 system by way of a Manual Journal, and into the Income Tracker Spreadsheet for the relevant month.

Software Manuals and guidance can be found at www.capitaess.co.uk/home/index.asp.
5.2 The Monthly IFS Statement is usually received during the first week of the following month. It should be reconciled against the Income Tracker by the Finance Officer within seven days of receipt and passed to the Headteacher for countersigning in a timely manner. 
This is then filed in the Income section of the ‘Budget’ Folder for that year.
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6. Income
6.1 Invoices – When required, the Finance Officer will issue invoices on sequentially numbered stationary with a copy retained in the school for the purposes of credit control. When an invoice is issued it shall be entered onto the Invoice Tracker Spreadsheet.
6.2 All Income is collected by the School Office and is recorded on a Daily Collection Record. A receipt will be issued for any amount over £50. All monies shall be banked intact as soon as is practicable. The paying-in book is kept in the safe. Arrears are monitored on a daily basis and chased when necessary. The Office Manager is responsible for ensuring that all monies are collected and banked as according to the Finance Regulations.
6.3
Income is entered onto FMS6 from the paying-in book by the Finance Officer in a timely fashion.

Software Manuals and guidance can be found at www.capitaess.co.uk/home/index.asp.
7. Invoices
7.1 Invoices – Upon receipt all invoices are entered onto FMS6 by the Finance Officer in preparation for payment. They are stored in the Finance Office until a cheque run is prepared. 
7.2 Cheque Run – At appropriate timely intervals the Finance Officer prepares the Cheque Run Report using FMS6. Once the cheques have been written they are attached to the relevant invoices, delivery 
- 5 -
notes and purchase orders and forwarded to an authorised signatory for checking and signing.

7.3 Authorisation – Following the procedure in 7.2 above, the Cheque Run is forwarded to the Headteacher for countersigning and Authorising, before the cheques are sent out by the Finance Officer. All relevant paperwork is retained and filed in ‘Invoices’ in cheque number order.
Software Manuals and guidance can be found at www.capitaess.co.uk/home/index.asp.
8. Location of Key Finance Documents
	Finance Documentation
	Location

	Finance Regulations
	Finance Office, E-folio, Staff Room, Headteacher, All Finance Governors.

	Software Manuals
	www.capitaess.co.uk/home/index.asp

	The Essex Scheme for Financing Schools
	Finance Office

	The Finance Manual for Schools
	Finance Office

	VAT Manual
	Finance Office

	F Notes
	Finance Office

	Budget File/Working Papers
	Finance Office

	Archieved Finance Documents
	Upstairs Storage Room
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9. 
Monthly Procedures Checklist
Each calendar month the Finance Officer completes a Monthly Procedures Checklist signing off each Financial task as it is completed. The Checklist is filed in the current year’s ‘Budget’ file in the Finance Office.
The Headteacher reviews the Monthly Procedures in a timely manner.

10.
Orders

10.1 Ordering Proedure – Budget-holders are responsible for making the first request for the purchase of items or services from their own budgets. 

The appropriate budget-holder will notify the Finance Officer of his or her requirements by completing an Internal Order Form. Verbal telephone orders should be kept to an absolute minimum.
The Finance Officer will determine that sufficient funds are available and then raise an official sequentially numbered Purchase Order to send to the supplier/contractor.

Software Manuals and guidance can be found at www.capitaess.co.uk/home/index.asp.
10.2 Authorising Orders – Purchase Orders are to be authorised as according to the Financial Regulations.

10.3 Orders Awaiting Delivery – Paper copies of authorised Purchase Orders awaiting delivery shall be kept in alphabetical then numerical order in the ‘Purchase Order’ File in the Finance Office.
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11.
Payroll

11.1 Payroll CD – The Payroll CD usually arrives in 

school with the payslips a couple of days prior to pay day.  The Finance Officer enters the payroll data onto FMS6 as soon as is practically possible.
11.2 Pay-Slips – It is the responsibility of the Office Manager to distribute the payslips.

11.3 Checks for Variances – After month after input onto the system of the payroll data, the Finance Officer checks for variances between actual and committed salaries. Unexplained differences will be investigated.
12.
Petty Cash

12.1 Claim Procedure – Petty Cash claims are submitted to the Office Manager by staff. The Office manager will reimburse staff according to the Financial Regulations. A record of petty cash transactions is kept in the safe with the petty cash.

12.2 System Entries – The Finance Officer records petty cash transactions onto FMS6 in a timely fashion.

13.
Staff
13.1Absences – The Governing Body has adopted the 
Essex County Council Leave of Absence Policy and this should be adhered to by all staff.
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The Office Manager is responsible supply and relief cover.

The Finance Officer is responsible for calculating the cost of supply and relief cover and entering commitments onto FMS6 when applicable.

13.2 Amendments to Contracts/New Contracts – The Office Manager completes the relevant forms to amend existing contracts or issue new contracts. Forms are downloaded from the Essex Infolink.

The Finance Officer receives a copy of any amendments and new contracts and inputs the data onto Personnel 7.
Software Manuals and guidance can be found at www.capitaess.co.uk/home/index.asp.
13.3 Overtime – All overtime must be authorised by the Line Manager and the Headteacher. Overtime Forms must be received by the Office Manager in good time to submit the Schools Monthly Returns HR and the Monthly Sickness return SR1(usually a couple of days prior to the end of the month). 
14.
Useful Contact Numbers/Websites
	Finance Support Helpdesk
	School Support Team
County Hall

Chelmsford

Essex CM1 1LX

01245 436302

	Payroll Officer
	Carole DeVane

01245 431590

	IT Support Provider
	Capita Education Service Desk (Helpdesk)
0844 893 8000

	Bank
	Barclays Bank Plc
Maldon Branch

0845 7 555 555

	Essex Infolink
	www.esi.essexcc.gov.uk
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15.
VAT
15.1 VAT Timetable – The VAT timetable is kept on the wall of the Finance Office.

15.2 VAT Claims – The Finance Officer is responsible for completing the Vat Claim Form each month on a timely basis. Blank forms are located in ‘VAT Returns’ in the Finance Office. 

15.3 VAT Reimbursements – The Finance Officer is responsible for monitoring incoming VAT reimbursements and entering onto FMS6 in a timely fashion.
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