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WNA Vision: All children will achieve their full potential, with holistic support, whilst enjoying and driving their own learning, gaining 

self-respect, self-esteem and self- belief. Our classroom extends to rich, exciting environments within the forest, the beach, the city and 

the community as a whole. 

 

 

 

 

 

 

 

 

 

 

The objectives of this policy are to set guidelines for the establishment of sound and effective financial 

procedures. By complying with the current financial regulations and adopting good working practices such as: 

 

 establishing proper financial management arrangement and accounting procedures, in line with OFSTED 

and DfE recommendations; 

 maintaining a reliable system of internal controls; 

 ensuring that resources are properly allocated and that the principle of best value is adopted; 

 outlining the areas of financial responsibility within WNA; and 

 ensuring that the requirements of accountability are fulfilled and fostering a transparent environment for 

all relevant stakeholders 

 

WNA aims to operate in transparent, ethical and accountable ways in which to promote effective management. 

A summary of the systems used by the school appears in Appendix B. 

 

Responsibilities 

Governors are responsible for ensuring that the school’s finances are managed effectively and for approving and 

monitoring the budget. They should establish the financial limits of delegated authority.  Details of tasks 

delegated and limits of responsibility are defined in the Scheme of Delegation. 

 

The headteacher has overall responsibility for the school’s activities and is therefore considered to be the person 

with overall responsibility to the Governing Body for the financial management of the school. The headteacher 

should ensure that: 

 

 the Governing Body is provided with financial advice;  
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 proper and adequate financial systems and controls are in place; and 

 accounts are prepared and maintained as required by the Governing Body. 

 

The headteacher delegates most of the day to day financial management to the School Business Manager 

(“SBM”) while retaining ultimate responsibility.  

 

Financial Planning 

The budget is the financial dimension of the School Development Plan (“SDP”). By identifying and allocating 

financial resources, the school prioritises its targets and objectives and facilitates the achievement of its 

educational aims. 

 

Activity  Detailed task Responsibility * 

 

Planning the budget 

To estimate allowances, income, grants 

To identify and propose priorities in relation 

to the SDP 

To review and propose changes in staffing 

needs 

To draft budget options 

To evaluate budget options 

To prepare final draft 

HT, SBM 

HT, FGB, SBM 

 

HT, FGB 

SBM 

HT, FGB, SBM 

SBM, HT 

Approving the budget To propose final budget 

To approve budget 

Monitoring and reviewing the budget 

To report about financial matters to GB 

HT, SBM 

FGB 

HT, SBM, FPC 

FPC, SBM, HT 

Virements To recommend virement 

To approve virement 

SBM, HT, FPC 

FGB, HT 

 

*For key to abbreviations see table in Appendix A 

 

Purchasing 

Purchasing procedures have been put in place to ensure that WNA follows the principles of probity, 

accountability and value for money. 

 

Segregation of duties is used whenever possible – for example:  

 

 goods/services requested by members of staff, orders are approved by SBM; 
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 orders placed by administrator; 

 deliveries are checked by the administrator; 

 BACS payments are made by the SBM and authorised by the headteacher; 

 cheques are signed by the headteacher and SBM; and 

 petty cash and Alto transactions are managed by the SBM and countersigned monthly by the 

headteacher 

 

Curriculum co-ordinators are responsible for the management of their budget account within the agreed limit of 

their budget and in relation to the SDP. 

 

Regular reports are given to budget holders, and information is available at all times. 

 

The Governing Body maintains a register of business interest for all governors and staff.  This is updated 

annually. 

 

 

Activity  Detailed task Responsibility  

 

Placing orders  

 

Completing internal orders 

Obtaining quotes 

Placing official orders 

Signing orders 

HT, Budget Holders 

SBM, FGB 

SA 

SBM, HT 

 

Deliveries Checking delivery against order  

 

Resolving shortages and returning 

goods 

SA 

 

SBM 

 

Invoices and payments Processing and paying invoices 

Signing cheques 

 

SBM/HT 

HT/SBM 

 

 

 

Cash handling for allowance and private accounts 

 

Cash handling is kept to a minimum. Monies are kept in a safe and secure place and paid into the bank as soon 

as possible.  Audit recommendations on safe limits and transit of money are followed. 
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Petty cash is kept to a minimum as whenever possible transactions are completed by cheque. Most expenditure 

is be supported by receipts identifying any VAT paid. Payment from the petty cash is limited to minor items 

which have been approved in advance by the headteacher or the SBM, for items such as parking tickets. 

 

Reconciliation of accounts, financial reporting and collation of information 

 

WNA continually monitors its financial progress and reports on it to various bodies, such as governors, OFSTED 

and the DfE.  Information must be accurate, timely and in a format that is easy to understand.  Submissions to 

outside agencies must be produced to meet strict deadlines. 

 

Activity  Detailed task Responsibility  

Reconciliation of bank 

statements 

Monthly reconciliation of bank statements  

Investigation of discrepancies 

SBM 

SBM 

 

Lettings 

 

WNA has a lettings policy which establishes the general conditions for letting the school premises.  The scale of 

charges is the responsibility of the governors and lettings fees are regularly reviewed by the Finance and 

Property Committee. 

Details of income from lettings are recorded.  A letting contract establishes the conditions of let for each 

individual hirer. 

Activity  Detailed task Responsibility  

Lettings fees Establishment of charging policy FPC 

Contracts Authorisation of letting 

Preparation of individual letting contracts 

FPC 

SBM 

Booking and Invoicing Preparation of booking forms  SBM 

Activity  Detailed task Responsibility  

Collection of money Collection of  money  

Counting and recording of  money 

Banking money 

SA, SBM, 

SA, SBM 

SA, SBM 

 

Petty cash management Payment from petty cash  

Recording of petty cash expenditure and 

Receipts 

Reconciliation of Petty Cash 

SA 

SA 

SA 

SBM 
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Invoicing Collection of fees SBM 

 

School Fund  

 

The school has a separate system for the voluntary funds.  This covers money received for trips, special events 

and fund-raising.  The fund is managed by the SBM and is audited once a year after the Year End of 31st 

August.   The FGB receives and evaluates an audit report and which is presented for approval by the governors. 

 

Activity  Detailed task Responsibility  

Collection of money Collection of  money  

Counting and recording of  money 

Banking money 

SA 

SA 

SA 

Payments Payment by cheque or from petty cash  

Signature on cheques 

SA / SBM 

HT / SBM 

Reconciliation of bank 

statements 

Monthly reconciliation of bank statements  

Investigation of discrepancies 

SBM 

SBM 

 

Asset Register 

 

The Governing Body is responsible for the safe custody and physical control of stores and equipment and is 

required to monitor the inventory of moveable, non-capital assets. 

 

The headteacher is responsible for ensuring that assets under her control are recorded and protected.  Where 

appropriate, assets are security marked and all electrical items are recorded as part of the annual safety test.   

 

Activity  Detailed task Responsibility 

Maintaining the asset register Updating the equipment register 

Physical check of equipment against records 

Recording of new assets 

Disposal of assets  

SBM 

All staff 

SBM 

SBM, HT, FGB 

 

 

APPENDIX A 

 

Abbreviations used in tables  
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FGB Full Governing Body 

H Headteacher 

SA School Administrator 

SBM School Business Manager 

FPC Finance and Property Committee 

 

 

APPENDIX B - Financial Systems Summary 

 

Financial systems 

 

The school’s finances are controlled using Sage as per the following policies: 

 WNA Financial Procedures Handbook; 

 Banking & Finance Policy; 

 Expenses Policy; and 

 Procurement Policy 

 

Bank accounts 

 

The school’s bank account is held by Unity Trust Bank.  Statements are received monthly and reconciled against 

the systems monthly. 

 

Signatories for Unity Trust Bank are the headteacher, the SBM, the Chair of the Finance and Property Committee 

and the Chair of Governors. 

 

Purchasing cards 

 

Monthly statements are checked by the SBM and signed as correct where applicable. 

Statements for the card held by the SBM are countersigned by the headteacher. 

Any purchase orders raised are finalised by the SBM once the payment has been entered during the bank 

reconciliation process.  

 

Income 

 

Income is paid into the bank as quickly as possible to minimise the amount of money on the school premises. 
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Orders 

 

Orders are placed by the SA and must have a purchase order number before the order is submitted. Requisition 

forms are completed by teachers, authorised by the SBM/headteacher and then passed to the finance assistant 

who raises the purchase order on the finance system. 

 

In line with the Purchasing Policy, teaching resources should be ordered termly in advance. One order is placed 

centrally by the SA with the authorisation of the SBM. If other smaller items are then required the 

teacher/subject leader will buy these (with advance authority) and reclaim the money via expenses. All orders 

should be as complete as possible with item numbers and supplier details. 

 

Staff are regularly reminded of the need to place orders to enable the school to take advantage of discounts 

and central contracts. 

 

The SA places the order based on the request and information given.  Before placing the order it is reviewed by 

the SBM to ensure that sufficient funds are available in the budget.  The order is also reviewed using best value 

principles to ensure that the school makes best use of its budget and that the most appropriate supplier is 

used.   

 

Receiving goods 

 

Goods delivered to the school are checked against the delivery note and original order by the SA. 

 

Paying invoices 

 

Invoices received are logged on the financial system and are paid weekly. The preferred method of payment is 

BACS. Invoices are filed chronologically by purchase order numbers as allocated by the accounting system. 

 

Invoices for goods received without an individual order are also processed. These fall into two areas: 

 

 Invoices for services provided under a contract agreement e.g. telephone charges 
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 Payments against receipts presented by staff.  Whilst non-order purchases are discouraged, it is 

recognised that in some cases direct purchases by staff are the most practical and efficient method 

of purchasing goods.  These are usually for small amounts.  Staff present their receipts for re-

imbursement attached to a ‘staff reclaiming’ form with details of the cost centre to be charged (and 

get approval from the budget holder if not held by them) 

 

Staff are regularly reminded of the need to provide a valid VAT receipt for all purchases so that the school can 

claim all the VAT due to it. 

 

Petty cash 

 

A petty cash float of £30.00 is held by the school.  

 

Incidental cash receipts  

 

Parents are encouraged to pay weekly (minimum) or half-termly, either by cheque, cash or direct bank 

transfer for items such as after school club. The SA receives payment and issues a receipt. Amounts are 

recorded electronically and entered onto the accounting system. Cash is banked weekly. The SBM is 

responsible for reconciling payments. 

 

 


