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Statement of Roles and Responsibilities for Financial Management
	Governing Body
The Governing Body has a strategic role in the financial management of schools and therefore its key

responsibilities include :-

· setting financial priorities through the :-

-
School Development Plan (SDP);

- 
3 year budget plan;

- 
the annual budget;

· establishing formal procedures and a timetable for budget planning;

· approving a balanced sound annual budget;

· ensuring the budget is managed effectively;

· determining delegated powers in relation to approving virement and spending decisions and approving them within a formal scheme of delegation for the school;

· approving budget virements and spend decisions outside of any delegated authority;

· ensuring the school meets all its statutory obligations and through the Head Teacher complies with the Local Authority’s financial regulations and contract standing orders (this will be actioned primarily through the annual Statement of Internal Control and Internal Audit reports);

· ensuring that there is a handbook containing appropriate information and description of financial systems and procedures for all staff with financial management responsibility;

· ensuring, through this statement of roles and responsibilities, that financial duties of staff are clearly described to avoid potential conflicts;

· ensuring that financial records are maintained that can provide auditors and inspectors with explanations they consider necessary;

· responding promptly to recommendations made by auditors or inspectors;

· as a joint responsibility with the Head Teacher and all staff at the school, advising the Internal Audit Division of any financial irregularity at the school;

· approving economic and effective debt recovery procedures and subject to these procedures, writing-off of any debt in relation to the school budget.
· ensuring that the school obtains best value when purchasing goods and services (this will be actioned through the Best Value statement submitted annually to the Local Authority);

· establishing and reviewing annually a charging policy for the supply of goods and services over which the school has discretion;

· establishing and maintaining a register of business interests of Governors and staff who influence financial decisions. This should be open to examination by Governors, staff, parents and the Local Authority;

· deciding, after careful consideration, whether or not to insure risks not covered by the Local Authority.

· authorising the write off and disposal of stock/stores and inventory items.

· receiving the audited accounts of any voluntary funds managed by the school within six months of their accounting year-end.

· approving a Computer Security Policy that complies with the County Council’s minimum standards on computer security.


	Finance committee
The finance committee is non-statutory and the Governing Body is free to determine its terms of reference, including the approval of the annual budget.  Where the Governing Body wishes to delegate some of its financial management responsibilities to its finance committee it must :-

· define its terms of reference;

· define the extent of its delegated authority;

· ensure it receives minutes of the committee’s meetings;

· review the committee’s terms of reference and membership annually.
Linked with the responsibilities held by the Governing Body, as outlined above, the finance committee’s responsibilities include:- 

· drawing up the annual and three-year budget for approval by the Governing Body;

· exploring different expenditure options and assessing expenditure bids;

· forecasting likely future pupil rolls and assessing the impact on funding levels;

· monitoring budgeted income and expenditure;

· monitoring and adjusting in-year expenditure levels;

· ensuring accounts are properly finalised at year-end/reviewing outturn;

· evaluating the effectiveness of financial decisions.


	Head Teacher
Although the Governing Body has a statutory responsibility for the oversight of most areas of school life, including financial management, a great deal of responsibility is often delegated to the Head Teacher and other staff.  It is therefore important that the Head Teacher’s financial management roles and responsibilities are clear and understood by all who assist them with the school’s financial management.

The Head Teacher provides vision, leadership and direction for the school and ensures that it is managed and organised to meet the aims and targets established by the Governing Body and as such has delegated responsibility for :-

· leading on the creation of a strategic framework for the school (the School Development Plan; 3 Year Budget Plan and annual budget for the school) for Governors approval that is underpinned by sound resource planning and which identifies priorities, targets and options for ensuring that pupils achieve high standards and make progress, increasing teachers effectiveness and securing school improvement within a balanced budget;

· advising on and implementing the Governing Body’s strategic framework;

· reporting on progress to the Governing Body;

· checking that the funds delegated by the Local Authority are correct;

· producing and advising upon regular reconciled budget/financial reports to the Finance committee, Local Authority and DfES as appropriate;

· drawing up and submitting to the Governing Body an annual budget plan for the school’s voluntary fund(s);

· establishing sound internal financial controls which are managed on a daily basis by the Head Teacher and the finance officer(s);

· ensuring that the Local Authority financial regulations/ standing orders on contracts or DCSF requirements are implemented, particularly :-

· the proper use of all items included in the inventory and ensuring an annual certified check is carried out to ensure that all inventory items are accounted for:

· arranging the proper security for all buildings, stocks, stores, furniture, equipment, money, sensitive data, etc, under their control.

· to make recommendations to the Governing Body on the write off of any inventory items or stocks/stores;

· authorise a credit note to cancel a debtors account raised in error;
· to report annually to the Governing Body on recommended levels of fees and charges over which the school has discretion;

· that staff using their vehicle on council business are properly insured;

· the safe retention of all invoices and financial records in accordance with statutory requirements; 

· that the imprest is reconciled on a monthly basis and the account not allowed to go overdrawn;

· to advise the Local Authority if the school cannot agree the authority’s outturn figures.

· as a joint responsibility with Governors and other staff, advise the Internal Audit Section of any financial irregularities at the school;

· give prompt notification to the Insurance Services Section of all new risks, properties or vehicles, that are required to be insured and of any alterations affecting existing insurance and to notify the Insurance Services Section immediately of any loss, liability, damage or other event likely to lead to an insurance claim.

The following areas can be sub-delegated through the school’s Scheme of Delegation :-

· approve any budget virements and spending decisions (orders/invoices/contracts/pay records) within their delegated authority level;

· responsibility for the continuous monitoring of income and expenditure against the approved budget throughout the year;

· responsibility for the monthly reconciliation of actual income and expenditure transactions to the central financial management systems (SIMS schools only);

· ensuring the effective implementation of financial systems/procedures contained in the financial management handbook (even in the absence of key staff);

· consider and respond promptly to recommendations in school audit/inspection reports, and advise Governors of results and any remedial action to be implemented;

· along with the other professional staff, being accountable to the Governing Body for the school’s performance;

· implement school pay policy and appointment procedures;

· manage, monitor and review the range, quality, quantity and usage of all available resources in order to improve pupils’ achievements, and ensure best value.

	Finance Officer(s)

The roles and responsibilities listed below for Finance Officers in schools are based on national standards.  Schools will need to select the posts relevant to their staffing structure and review/revise the posts and the Head Teacher’s roles and responsibilities accordingly.  
Business Manager 
Be a member of the Senior Leadership Team at the school and contribute to the strategic direction of the school.  Specifically to :-

Under the overall direction of the Head Teacher:-

· formulate the aims and objectives of the school;

· establish the policies and development plans through which they will be achieved;

· monitor progress towards their achievement;

And to:-

· lead, manage and develop the support staff who provide administrative, technical and teaching assistant support to teaching staff;

· in consultation with the school professional development co-ordinator, (and any LA support staff training officers) develop a programme of development and training for support staff;

· line manage the facilities management staff, finance and office staff. Line management will include regular meetings, mentoring, co-ordination, monitoring of these colleagues, and will include the requirements of the school’s performance management scheme;

· manage the financial resources, including budgeting, budget modelling and maintenance of financial probity;

· support the Head Teacher in bringing greater openness and transparency to financial matters;

· help the leadership group development planning incorporate genuine financial forward planning, and a distinction between the use of monies for maintenance and for development;

· carry out appropriate budget modelling, providing costed reports to the Head Teacher, Leadership Team and Governors' finance committee;

· oversee the work of the finance and administration staff so that an administrative and financial service is provided for the school;

· oversee the spending of the budget so that funds are spent as Governors wish, that there is scrupulous financial probity, and that audit recommendations and the financial requirements of the LA’s delegation of powers are implemented;

· look for opportunities for the school to bid for funds, contributing to and leading bids as required by the Head Teacher;

· oversee the school premises, including school housekeeping, repairs and maintenance, development of buildings and the provision of furnishing;

· make recommendations to the Head Teacher and Governors on the spending of repairs and capital budgets, according to an agreed development plan wherever possible, and once authorised oversee the spending of these funds, consulting heads of department to ensure that both repairs and improvements are fit for educational purpose;

· write and oversee tendering arrangements on behalf of the Governors, where they take delegated responsibility for contracts, liaise with the LA where it has retained responsibility for contracts under Best Value arrangements;

· ensure improved service, value for money, and fitness for purpose;

· liaise with contractors and maintenance staff;

· be an expert in the Staffordshire Scheme for Financing Schools and fair funding arrangements regarding buildings and repairs so that the school leadership is clear about the relevant responsibilities of the Local Authority and the school;

· act as the appointed Health and Safety Co-ordinator.

Specific responsibilities delegated from the Head Teacher in the school’s Scheme of Delegation.

School Business Manager (formerly called Bursar)
To work under the direction of the Head Teacher on the strategic planning aspects of school administration, including finance, personnel, health and safety, and premises management.  Specifically to :-

· advise the Head Teacher and Governors on financial policy and business plans;

· prepare annual estimates and regular reports upon income and expenditure, monitor accounts against budgets and report on the financial state of the school to the Governors;

· provide financial management information to and directly advise the SMT;

· monitor all accounting procedures and resolve any problems, including the ordering, processing and payment for all goods and services provided to the school; the operation and regular reconciliation of bank accounts; maintenance of an assets register; and preparation of invoices, collection of fees and other dues, and recovery of bad debts;

· closedown accounts and liaise with auditors;

· prepare any required financial returns for the DCSF, Local Authority and other central and local government agencies within statutory deadlines;

· maximize income generation within the ethos of the school;

· be a point of contact with central and other agencies with regard to grant applications, gifts and other donations;

· letting of the school premises to outside organisations and school staff, and development of the school facilities for out-of-school use;
· purchase, repair and maintenance of furniture and fittings;

· management and efficient operation of the school’s accounting function according to agreed procedures;

· liaise with the Local Authority on the provision of a comprehensive payroll service for all school employees and the operation of pension schemes and other deductions;

· manage security of the school site;

· maintenance of the school site, buildings and safety equipment and the efficient operation of all facilities and installations.

Specific responsibilities delegated from the Head Teacher in the school’s Scheme of Delegation.

The post holder may be a member of the school’s Leadership Team.
Support Services Manager
To be responsible for / manage the operation and delivery of support services within the school, to manage the planning, development and monitoring of support services and to manage staff, including commissioning and delegation of relevant activities. Specifically to:-
· plan, develop, design, organise and monitor support service and whole school systems / procedures / policies;

· provision of specialist advice and guidance to SMT/Governing Body etc. on national and local guidelines / policy / statue etc.;

· interpret matters of policy/procedure/statute to ensure the school’s compliance and initiate appropriate action arising;

· submit relevant information to SMT, the Governing Body and outside agencies e.g. DCSF;

· commission appropriate payroll systems and be responsible for their effective operation;

· identify the need for, select and manage resources, including management of resource budget;

· manage procurement and be responsible for securing relevant sponsorship;

· identify the need and be responsible for securing appropriate licences and insurance;

· manage health & safety within the school;

· manage facilities including use of premises and associated income, and major building works and projects etc. e.g. new development;

· develop work specifications and manage service contracts;

· design, develop and manage effective financial administration procedures, including responsibility for compliance with financial regulations;

· plan, monitor and evaluate the budget;

· manage expenditure from the school budget.

Specific responsibilities delegated from the Head Teacher in the school’s Scheme of Delegation.

The post holder may be a member of the school’s Leadership Team.

Office Manager
To organise and supervise administrative systems within the school, and to contribute to the planning, development and monitoring of support services and /or management of support staff, including co-ordination and delegation of relevant activities.  Specifically to:-

· take a lead role in the development and maintenance of record/information systems;

· manage service contracts;

· manage school licences and insurance;

· manage facilities including premises, lettings and associated income, building and projects etc;

· health & safety management;

· manage the administration of payroll system;
· be responsible for the selection and management of resources, including management of a budget and regular audit of resources;

· take a lead role in procurement and securing sponsorship/funding;

· manage financial administration procedures;

· take a lead role in planning, monitoring and evaluation of budgets;

· be responsible for the management of expenditure within an agreed budget.

Specific responsibilities delegated from the Head Teacher in the school’s Scheme of Delegation.

School Secretary
Under the guidance of senior staff, to be responsible for undertaking administrative, financial, organisational processes within the school and to assist with the planning and development of support services.  Specifically to:-

· manage uniform/snack/other ‘shops’ within the school;

· monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required;

· undertake complex financial administration procedures;

· assist with the planning, monitoring and evaluation of budget;

· undertake the administration of payroll systems;

· manage expenditure within an agreed budget;

· assist with procurement and sponsorship

· manage administration of facilities, including use of school premises;

Specific responsibilities delegated from the Head Teacher in the school’s Scheme of Delegation.

Administrative Officer
Under the guidance of senior staff, to be responsible for undertaking administrative, financial, organisational processes within the school and to assist with the planning and development of support services.  Specifically to:-

· manage uniform/snack/other ‘shops’ within the school;

· monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required;

· undertake complex financial administration procedures;

· assist with the planning, monitoring and evaluation of budget;

· undertake the administration of payroll systems;

· manage expenditure within an agreed budget;

· assist with procurement and sponsorship;

· manage administration of facilities, including use of school premises;

Specific responsibilities delegated from the Head Teacher in the school’s Scheme of Delegation.

Administrative Assistant
To work under the direction and guidance of senior staff to provide general clerical, administrative and financial support to the school.  Specifically to :-

· undertake routine administration of school lettings and other uses of school premises;

· maintain stock and supplies, cataloguing and distributing as required;

· operate uniform / snack / other “shops” within the school;

· undertake routine financial administration e.g. processing orders, receipt, recording and banking of monies due to the school.

Specific responsibilities delegated from the Head Teacher in the school’s Scheme of Delegation.

Clerical Assistant
To work under the direction and instruction of senior staff to provide general clerical, administrative and financial support to the school.  Specifically to :-

· arrange orderly and secure storage of supplies;
· undertake routine financial administration e.g. collect and record dinner money.
Specific responsibilities delegated from the Head Teacher in the school’s Scheme of Delegation.

Department Heads
The following department heads have been allocated the following cost centres to manage :-
    LIST ….
This will include spending decisions within their delegated authority and monitoring the budget in conjunction with the school finance officer(s).
Other specific responsibilities delegated from the Head Teacher in the school’s Scheme of Delegation.
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