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Finance Policy & Procedures 
 

Introduction 
 
The main purpose of this Policy is to set a framework for sound financial management 
and boundaries within which the Headteacher, Governors and staff can operate. The 
school’s financial arrangements comply with the current financial regulations1, standing 
orders and schemes of delegation2 issued by Worcestershire County Council and 
guidance issued by the Government. 
 
Note: The term Board of Governors is used to mean the full Board of Governors or its 
committees, where responsibility can be delegated to a committee. Similarly, the term 
Headteacher is used to mean the Headteacher or other member of the school's 
leadership team, in particular the Business Manager. 
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POLICY 
 
A Governance 
 
The Board of Governors is collectively responsible for the overall direction of the school 
and its strategic management.  This involves determining the guiding principles within 
which the school operates and making decisions, for example, how to spend the 
school’s budget. It is legally required to agree the school’s annual budget plan.  
 
The Board of Governors has a strategic role to realise its mission as a Community school 
and has responsibility for setting educational and financial priorities, for oversight of 
sound financial management and for ensuring the budget is managed effectively. It is 
also responsible for ensuring the school meets all its statutory obligations and, through the 
Headteacher, complies with the LA’s financial regulations or standing orders.  
 

A1 The Headteacher is responsible on a day-to-day basis for the management of the 
school’s finances within the approved budget and in line with the School Improvement 
Plan, Appendix A. The Headteacher has no authority to exceed the approved budget 
and must operate within the financial limits of delegated authority, Appendix B. 
A2 The Board of Governors will consider strategic financial issues at least annually. 
A3 The financial limits of delegated authority of the Board of Governors are detailed in 
Appendix B. 
A4 The Board of Governors has agreed with the Headteacher the minimum frequency, 
level of detail and general format of the financial information to be provided to it, 
especially in relation to budget monitoring reports Appendix C. 
A5 Minutes are taken of all meetings of the Board of Governors and include all decisions 
and by whom action is to be taken.6 
A6 The Board of Governors maintains a register of business interests of governors7, the 
Headteacher and any other staff who may influence financial decisions. This is open to 
examination by governors, staff, parents and the LA.  “Declarations of interest” is a 
standing agenda item on all Full Governors meetings. 
 

 
B Financial Planning 
 
The Headteacher and Governors have a clear view of how they intend to use the 
school’s resources in future years to achieve their educational priorities. 
 
B1 The school has a School Improvement Plan (SIP), which includes a statement of its 
educational goals to guide the planning process. 
B2 The SIP covers 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.  
B3 The SIP states the school’s educational priorities in sufficient detail to provide the basis 
for constructing budget plans for the next financial year. 
B4 Any new initiatives are carefully appraised in relation to all likely costs and benefits 
and their financial sustainability before being approved by the Board of Governors.  
B5 The SIP states intended expenditure on any significant changes from the previous 
financial year. 



 

 4 

B6 A formal timetable and procedures are drawn up for constructing the SIP and budget 
to ensure that the governors have time to consider all relevant factors. 
B7 There is a clear, identifiable link between the school’s annual budget and its 
Improvement Plan (SIP). 
B8 The Headteacher presents a draft budget in line with the SIP to the Board of 
Governors for approval in April. This should include sufficient detail and supporting 
information to enable Governors to make an informed decision. The draft budget will 
take account of the agreed staffing structure, known inflationary and incremental staff 
increases and known staffing changes for September. It should cover in detail the next 
financial year and forecasts for the following two financial years, based on realistic 
estimates of all expected expenditure and income, including grant income, so that 
planned expenditure does not exceed the available budget.   
B9 The Board of Governors ensures that the main elements of the school’s budget are 
periodically reviewed so that historic spending patterns are not unhelpfully perpetuated. 
B10 The Headteacher profiles8 the budget to take account of likely spending patterns 
taking account of seasonal factors, inflationary factors and previous trends if 
appropriate.   
B11 Any budget surpluses are earmarked for specific future needs to ensure that pupils 
benefit from a planned approach to spending that does not deprive them of resources 
in a given year.  The Governors will follow  Local Authority regulations on surplus 
balances9. The Governors policy is to hold a reserve percentage of the gross annual 
budget of no more than 8%10 
B12 Once the budget has been discussed and agreed by the Board of Governors, it is 
presented for consideration and approval before the beginning of the relevant financial 
year.   
B13 The Headteacher forwards details of the approved budget to the LA by the 1st May 
each year.  Any subsequent budget changes are enacted in accordance with the 
Scheme of Delegation and notified promptly to the LA. 
 
C Budget Monitoring 
 
The Headteacher and Governors regularly monitor income and expenditure against 
agreed budgets and maintain financial control by reviewing the current position and 
taking remedial action where necessary.  
 
C1 The Headteacher produces regular budget monitoring reports for income and 
expenditure, including sums committed but not yet paid and outturn forecasts, against 
the approved budget. The approved budget is the original budget approved by 
Governors as reported to the LA, plus any additional funding and any approved 
virements. These reports are reconciled with LA reports (i.e. payroll and funding) and the 
school’s accounting records. 
C2 The Headteacher will provide reports to the Board of Governors and the LA on a 
regular basis in accordance with the agreed timetable and minimum reporting 
requirements, as detailed in Appendix C. The Headteacher will provide budget 
monitoring reports to the Board of Governors at every meeting showing any significant 
variances against the budget and, where necessary, remedial action plans including 
virements.  
C3 The Headteacher monitors expenditure on the initiatives set out in the School 
Improvement Plan. 
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D Purchasing 
 
The School achieves the best value for money they can from all their purchases, whether 
goods or services. This often means looking further ahead than the immediate purchase, 
especially when selecting equipment, and taking into account associated costs such as 
supplies and maintenance.  
  
D1 The school always considers price, quality and fitness for purpose when purchasing 
goods or services.  
D2 Prior approval from the Board of Governors is obtained for all expenditure above the 
limit predetermined by Governors in Appendix B.  
D3 Competitive quotations/tenders are to be obtained wherever possible in 
accordance with Appendix B and D. Written quotations should be obtained for all 
expenditure above the limits predetermined by Governors in Appendix B and D, unless it 
is impracticable to do so. In such circumstances, the reasons for not doing so should be 
reported to the Board of Governors.  
D4 Where a quotation other than the lowest is accepted, the reasons for this decision is 
reported to the Board of Governors and included in the minutes of the relevant meeting. 
D5 All purchases estimated to exceed an amount predetermined by Governors in 
Appendix B must be put out to tender using a form common to all tenderers, on the basis 
of a detailed description or specification of the goods or services required and in 
accordance with the procedures set out in Appendix D.  
D6 Contract specifications (e.g. for cleaning, catering and grounds maintenance11) 
define the service to be provided in terms of its nature, quality standards, information 
and monitoring requirements and contract review procedures.  
D7 The school should not enter into any financial agreement with capital implications 
without the approval of the LA as appropriate.  If a lease arrangement is entered into, 
this should represent good value for money and be an ‘operating’ lease, not a financial 
lease12. 
D8 Official, pre-numbered orders are used for all goods and services except utilities, 
rents, rates and petty cash payments. Verbal orders are kept to a minimum, but if 
required for reasons of urgency or emergency, they must be confirmed by a written 
order. 
D9 Orders are used only for goods and services provided to the school. Individuals must 
not use official orders to obtain goods or services for their or others’ private use. 
D10 All orders must be either signed or approved electronically on the school's finance 
system by a member of staff approved by the Board of Governors to be an authoriser. 
D11 The signatory/authoriser of the order should be satisfied that the goods or services 
ordered are appropriate and needed, that there is adequate budgetary provision and 
that quotations or tenders have been obtained if necessary. 
D12 When an order is placed, the estimated cost is committed against the appropriate 
budget allocation so that it features in subsequent budget monitoring. 
D13 The school checks goods and services on receipt to ensure they match the order 
and the invoice is marked accordingly and the check is recorded on the school's 
finance system. This is not done by the person who signed the order.  
D14 Payment is made within time limits specified in law for the payment of debts and 
only when a proper (original) invoice has been received, checked, coded and certified 
for payment.  Supplier payment terms and condition should be complied with. 
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D15 A member of staff approved by the Board of Governors certifies invoices for 
payment. This is neither the person who approved the order nor the person who 
checked the receipt of goods or services, except in extraordinary circumstances. 
D16 The school maintains a list of staff authorised to certify invoices for payment.  
D17 The procurement cardholder and transaction administrators (where applicable) 
undertake their full responsibilities with the card, including adhering to all security 
procedures, processing transactions on the portal and  processing any disputes. This is 
completed in accordance with the published Procurement Card Policy and Procedures. 
D18 The procurement cardholder and transaction administrators (where applicable) 
undertake their full responsibilities with the card, including adhering to all security 
procedures, processing transactions on the portal, posting to the school's finance system 
and processing any disputes. This is completed in accordance with the published 
Procurement Card Policy and Procedures13 
 
 
 
E Financial Controls 
 
The Governors have systems and internal financial controls in place to protect the 
school’s resources from loss or fraud, to safeguard staff and governors and to ensure that 
information provided about how the budget is being spent is accurate and timely. 
 
E1 The Board of Governors ensures all appropriate employees are trained in the use of 
the finance system. 
E2 The Headteacher ensures that financial control is maintained in the absence of key 
personnel through staff training or by arranging job shadowing. Staff and Governors 
have completed a Financial Skills audit. 
E3 Staff and Governors have completed a Financial Skills Audit14 in compliance with the 
Schools Financial Value Standards. 
E4 The Headteacher ensures that duties related to financial administration are distributed 
so that at least two people are involved. The work of one acts as a check on the work of 
the other and all checks are fully documented.  
E5 The school maintains proper accounting records and retains all documents relating to 
financial transactions for at least the period recommended by the LA i.e. 6 years plus the 
current year and will provide auditors with any documentation and explanations they 
consider necessary. The disposal of records after this period will be undertaken in a 
secure and appropriate manner as outlined in the ICT policy. 
E6 There is a clear audit trail, with all financial transactions being traceable from original 
documentation to accounting records, and vice versa  
E7 Any alterations to original documents such as cheques, debtor accounts and orders 
should be discouraged.  Amendments should be made by cancelling the original 
document and reissuing. 
E8 All accounting records are securely retained when not in use and only authorised staff 
are permitted access. 
E9 The Headteacher ensures that all expenditure from sources of earmarked 
funding/grants is accounted for separately and transparently and that the funding is 
used for its intended purpose. 
E10   The Headteacher shall immediately inform the Chief Internal Auditor of any loss or 
financial irregularity or suspected irregularity, or of any circumstances which may suggest 
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the possibility of such loss or irregularity, including any affecting cash, stores or other 
property of the School. 
 
F Income 

 
The Headteacher and Governors have appropriate controls in place to ensure the 
security of income. 
 
F1 The Board of Governors has established a Charges & Remissions Policy for School trips, 
music tuition, private photocopying, private telephone calls and the supply of other 
goods or services; see Appendix F. The full Board of Governors reviews these policies 
annually. 
F2 Records are kept of all income due. 
F3 All lettings are authorised by the Headteacher within a framework determined by the 
Board of Governors and are recorded in a diary or register; see Lettings Policy Appendix 
G. 
F4 The responsibility for identifying sums due to the school is separate from the 
responsibility for collecting and banking such sums.  
F5 Where invoices are required, they are issued within 30 days. 
F6 The school always raises official, pre-numbered WCC receipts and maintains 
adequate formal documentation for all income collected and paid into the delegated 
budget. Receipts are securely stored in order. 
F7 Cash and cheques are locked away to safeguard against loss or theft.  
F8 Collections are paid into the appropriate bank account promptly and in full. Bank 
paying-in slips show clearly the split between cash and cheques and list each cheque 
individually. The receipt number(s) should also be referenced in the paying in 
book/sheets when income is banked to provide an effective audit trail between income 
received and banked. 
F9 Income collections are banked intact and must not be used for the encashment of 
personal cheques or for making payments. 
F10 The Headteacher reconciles monthly the sums collected with the sums deposited at 
the bank. 
F11 The school has procedures for chasing any invoices, which have not been paid 
within 30 days.  
F12 Debts are written off only in accordance with Local Authority  regulations15 and the 
school keeps a record of all sums written off.  
F13 The Headteacher ensures that transfers of school money between staff are recorded 
and signed for. 
F14 School procedures set out how VAT on income should be accounted for. 
F15 School procedures stipulate that proper VAT invoices are issued and state WCC VAT 
registration number, which is GB 705 6721 42. 
 
 
G Banking16 
 
The Headteacher and Governors ensure that bank accounts are properly administered 
and controlled. 
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G1 The school obtains bank statements at least monthly and these are reconciled with 
their accounting records. Any discrepancies are investigated. 
G2 All bank reconciliations are signed by the person performing the reconciliation. They 
are also reviewed and countersigned by someone who understands the reconciliation 
process and is a member of the senior leadership team. 
G3 Individuals should not use their private bank accounts for any payments or receipts 
related to the school’s budget or use the school’s accounts for payment of their personal 
expenditure or income. 
G4 The school should not enter into any loan agreements17, other than with the LA, 
without the prior approval of the DfES.  
G5 School procedures stipulate that all cheques must bear the signatures of two 
signatories approved by the Board of Governors. 
G6 School procedures ensure that supporting vouchers are made available to cheque 
signatories to safeguard against inappropriate expenditure. 
G7 School procedures stipulate that all cheques drawn on the account(s) are crossed 
‘account payee only’ to avoid the possibility of improper negotiation of the cheques. 
G8 School procedures stipulate that manuscript signatures only are used and cheques 
should not be pre-signed. 
G9 Chequebooks are held securely when not in use. 
G10 The Headteacher maintains a list of all bank and building society accounts held and 
the signatories for each.  
 
 
H Payroll 
 
The school purchases payroll services and personnel services from Worcestershire County 
Council in conjunction with Liberata under a Service Level Agreement. This arrangement 
is reviewed annually by the Board of Governors. The Headteacher and Board of 
Governors  review and agree annually the school staffing structure in line with the SIP. 
 
H1 The Board of Governors has established procedures, a ‘Whole School Pay Policy’, for 
the administration of personnel activities, including appointments, terminations and 
promotions. 
H2 The Headteacher ensures that, where practicable, the duties of authorising 
appointments, making changes to individuals’ conditions or terminating the employment 
of staff are separated from the duties of processing claims. 
H3 The Headteacher ensures that at least two people are involved in the processes of 
completing, checking and authorising all documents and claims relating to 
appointments, terminations of employment and expenses. 
H4 The school has sent in the names and specimen signatures of certifying officers to the 
LA. 
H5 The Headteacher ensures that only authorised employees have access to personnel 
files and that arrangements for staff to gain access to their own records are in place. 
H6 All payroll transactions are processed through the payroll system 
H7 The Headteacher maintains a list of staff employed on the SIMS Personnel system. 
Procedures are in place to ensure that this list is updated promptly to reflect new starters 
and leavers. 
H8 The Headteacher obtains regular reports on payroll transactions and checks them 
against the school’s documentation on staffing and pay to ensure that they match. 
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Detailed checking takes place to ensure that the right individuals have been paid the 
right amounts on at least a monthly basis. Any discrepancies are promptly investigated 
and resolved  
 
J Imprest 
 
The Headteacher and Governors have proper controls in places to ensure that petty 
cash is secure and its use appropriate.  
 
J1 The Board of Governors has set out in writing an appropriate level for the amount of 
petty cash/imprest account to be held. The imprest “float” is currently £500.   
J2 Payments from the petty cash fund is limited to minor items, individual claim limit £20, 
which have been approved in advance by an authorised member of staff.  
J3 All expenditure from the fund must be supported by receipts, identifying any VAT paid.  
J4 Proper records are kept of amounts paid into and taken out of the fund. 
J5 The amount in the petty cash fund is checked against the accounting records on 
receipt of the bank statement and reviewed by an independent member of staff. 
J6 Personal cheques are not encashed from the petty cash fund. 
 
 
K Tax 
 
The Headteacher ensures that the school complies with Value Added Tax (VAT)18 and 
other tax regulations i.e. Income Tax19 and Construction Industry Scheme (CIS)20.  
 
K1 The Headteacher ensures that all relevant finance and administrative staff are aware 
of VAT, Income Tax and the CIS regulations. 
K2 School procedures stipulate that only proper VAT invoices are paid, as the school will 
not be reimbursed in the absence of such documentation. 
K3 School procedures set out how VAT on business activities, school trips and other 
taxable activities should be accounted for. 
K4 The school makes payments to contractors and subcontractors only in accordance 
with the Construction Industry Scheme (CIS). 
K5 The school ensures that any payments to individuals for services such as lecturing, 
teaching or instructing are made in accordance with the Social Security (Categorisation 
of Earners) Regulations 1978. 
 
 
L Voluntary Funds21 
 
Voluntary funds e.g. donations from parents, pupils and other benefactors are not public 
money. This section only applies to voluntary funds that belong to the school and not 
other organisations that have a connection with the school such as the PTA. 
 
L1 The Headteacher ensures that voluntary funds are accounted for separately from the 
school’s delegated budget and are held in a separate bank account. 
L2 The Board of Governors has considered the appropriateness of registering voluntary 
funds with the Charity Commission22 and has decided not to register. This is subject to 
review periodically. 
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L3 The Board of Governors oversees the funds and this is reflected in the terms of 
reference of the Board of Governors. 
L4 The Board of Governors appoints an auditor who is independent of the school. The 
auditor should not be a member of the Board of Governors. 
L5 The Headteacher ensures that the same standards of financial accounting which 
apply to income and expenditure for the school’s delegated budget are applied to the 
voluntary funds and the funds are operated in accordance with "The Instructions for 
Managing School Funds" issued by the LA in May 2010. 
L6 Any income which properly relates to the school’s delegated budget should not be 
credited to a voluntary fund. 
L7 The Headteacher presents the independently prepared accounts, the accountants’ 
certificate and a written report on the accounts to the Board of Governors as soon as 
possible after the end of the accounting year (within three months of the year end). 
L8 The Headteacher ensures that the independently prepared accounts and supporting 
documentation are available for the LA Internal Auditors on request. 
L9 The Headteacher ensures that every cheque drawn against a voluntary fund bank 
account is signed by two signatories authorised by the Board of Governors. 
L10 Any voluntary fund income is paid into the relevant bank account at least once a 
month. 
L11 The Headteacher ensures that regular reconciliations between the accounting 
records and bank statements are undertaken and independently reviewed. 
L12 The Board of Governors has considered ensuring that voluntary funds are covered by 
insurance, including fidelity guarantee insurance, however has decided against this.  
Should the size of the fund increase considerably this will be reviewed. 
L13 The Board of Governors reserves the right to close the School Fund account at any 
time. 
 
 
 
M Assets and Security 
 
Assets are kept securely and recorded in an inventory. 

 
M1 The Headteacher ensures that stocks/consumables (e.g. stationery, art materials) are 
maintained at reasonable levels. 
M2 Up-to-date inventories are maintained of all items of equipment with a replacement 
value exceeding £10023 or agreed lower value items which are portable and particularly 
attractive. Such items are identified as school property with a security marking.  
M3  All discrepancies are investigated and any over £100 reported to the Board of 
Governors. 
M4 Whenever school property, for example musical instruments or computers, is taken off 
the school site it is signed for and a register noted accordingly. 
M5 The Board of Governors authorises all write-offs and disposals of surplus stocks and 
equipment in accordance with the LA’s regulations. 
M6 Safes and similar deposits are kept locked and the keys removed and held in a 
different location. 
 
 
N Insurance 
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The Headteacher and Governors regularly consider risks and take out insurance 
protection as appropriate in line with Local Authority guidelines. 
 
N1 The school reviews all risks annually, in conjunction with the LA where appropriate, to 
ensure that the sums insured are commensurate with the risks.  
N2 The Board of Governors considers whether or not to insure risks not covered by the LA. 
The costs of such premiums are met from the school’s delegated budget. 
N3 The school will notify its insurers, the LA and other agent as appropriate of all new risks, 
property, equipment and vehicles which require insurance or of any other alteration 
affecting existing insurance. 
N4 The school does not give any indemnity to a third party without the written consent of 
its insurers, the LA or other agent as appropriate. 
N5 The school will immediately inform its insurers, the LA or their agent of all accidents, 
losses and other incidents that may give rise to an insurance claim. 
N6 Insurance arrangements cover the use of school property, for example musical 
instruments or computers, when off the premises. Staff are advised that equipment is not 
insured if left unattended in a car. 
N7 Details of all risks insured and the level of cover provided is held by Worcestershire 
County Council. 
 
P Data Security 
 
The school relies on computers to process and record personal, financial and other 
management data. Most of the controls in this section cover access to data held on 
computers. 
 
P1 Computer systems used for school management are protected by password security 
to ensure that only authorised employees have access. Passwords are changed 
regularly, not shared between staff and updated for staff changes. 
P2 The Headteacher ensures that data is backed up regularly and that all back-ups are 
securely held in a secure fireproof location, preferably off-site. 
P3 The Headteacher has established a recovery plan to ensure continuity of financial 
administration in the case of emergency. 
P4 The Headteacher ensures that systems are in place to safeguard school software and 
data against computer viruses. To prevent viruses being imported, only authorised 
software is used.  
P5 The Board of Governors ensures that the Data Protection Commissioner is notified in 
accordance with the Data Protection Act 199824 and that the school’s use of any 
electronic or relevant manual systems to record or process personal information, and 
any disclosure of that information, complies with this legislation. 
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APPENDICES 
 
 
 

 
Appendix B 

 
Financial Limits of Delegated Authority 
 
Board of Governors 
Full powers are delegated to the Board of Governors to authorise expenditure and/or 
virement up to the limit of the school’s allocation and to approve appointments, salary 
increases etc up to the limit of the approved staff salaries budget. The Board of 
Governors is NOT empowered to authorise expenditure that would place the school in 
an overspent position. 
 
The Headteacher 
The Headteacher is empowered to authorise expenditure only within the approved 
budgets, not including the contingency sum and up to a single value item not 
exceeding £3,000. Approval of the appropriate committee or full Board of Governors is 
required above this sum and for virement from the contingency sum. 
 
Where specific items or work have the approval of the Board of Governors, the Board of 
Governors or the Wellbeing Committee, the Headteacher is empowered to authorise 
expenditure up to the approved sum. The approved sum is the amount allocated for the 
item or the lowest of any quotations/tenders less any contingency sums, whichever is the 
lower. 
 
The Headteacher may delegate their authority to named senior members of staff. This 
should be approved by the Board of Governors and the decision recorded in the Board 
of Governors minutes. 
 
 
Budget virement 
The Headteacher is empowered to authorise virement between budget headings within 
the overall delegated sum as follows: - 
 

• Up to £5,000 Discussed with relevant Committee Chairman. 
Subsequently reported to Board of Governors. 

• From £5,000 to £20,000  Board of Governors approval required in 
advance and reported to the Board of Governors. 

• Over £20,000, full Board of Governors approval required in 
advance. 
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Virement from capital to revenue is not allowed. 
 
Purchasing 
Competitive quotations must be obtained wherever possible in accordance with the 
Tendering procedure (and based on Annex L to Worcestershire County Council 
Procurement Code25 and LA guidance) as follows: - 
 

• up to £5,000 
At least 3 quotations. These quotations may be sought verbally but must be documented 
in writing. Catalogue prices may also be used. 
 

• £5,000 - £20,000 
At least 3 written quotations must be obtained based on written specifications and 
retained. 
 

• £20,000 –  £50,000 
At least 4 formal tenders or written quotations must be obtained based on written 
specifications and retained. 
 

• £50,000 – EU Threshold limit £164,176 (subject to change) 
Minimum of 4 formal tenders to be invited and retained.  
 

• More than the EU threshold £164,176 (Subject to change in January 
2018) 
Purchasing is strictly in accordance with the current WCC Procurement Code. Contracts 
to be advertised in the “Official Journal of the European Union” 
 
 
Unsuccessful tenders/quotes are retained for a minimum of one year following 
completion of the contract. Successful tenders/quotes and supporting documentation 
showing the decision making process are retained for six years following completion of 
the contract. 
 
Contracts 
Variations to contracts and/or specifications involving additional expenditure exceeding 
£100 whether or not from the contingency sum require the approval of the appropriate 
Committee or in an emergency the Chair of the appropriate Committee. 
 
Writing off of Debts 
 
WCC procedures apply for all debts/debts above £250 to be written off. In such cases, 
the Resources  Committee will recommend write off but must notify Financial Services 
who have authority to approve that the debt is written off. 
 
Imprest 
Individual claim limits should not exceed £20 
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Appendix C 

 
Reporting Requirements for Governors and Local Authority 

For Governors 
 

 Information 
 

Frequency Deadline 

1 Actual Budget allocations from the LA 
 

Annual With (7) 

2 Additional funds from LA throughout the 
year 

As 
appropriate 

 

3 Devolved Capital formula allocations 
from the LA 

Annual With (7) 

4 Other allocations and grant claims As 
appropriate 

 

5 CFR report Annual 3 months after being 
received from WCC 

6 Budget Plan for approval Annual In time to forward to 
LA by 1st May 

7 Budget monitoring statement for public 
funds from school's finance system 
showing original budget, latest revised 
budget, commitments, actual £ and % 
received/spent to date, balance 
outstanding and end of year projections 

Termly End of each term 

8 Capital spend each term 
 

Termly End of each term 

9 Forward projections (3 years) 
 

Annual May 1st annually 

10 Private funds – annual audited accounts Annual Audit to take place 
within 3 months of year 
end.  Approval of 
audited accounts 
within 6 months of year 
end. 

11 Financial Benchmarking26 Annual 3 months after being 
received from WCC 

12 Completion of SFVS self-assessment 
 

Annual By 31st March 
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For Local Authority 

 
 
 
 Information Frequency Deadline 
1 Budget Plan Annual 1st May 

 
2 Management of 

Surplus Balances Pro-
forma 

On Request This information may be requested 
by the Local Authority where a 
school's uncommitted surplus 
balance exceeds the limit for the 
school phase.  
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Appendix D 
 
Procurement Policy 
 
Introduction 
 
The essence of good financial control in purchasing and contracting is two fold. Firstly to 
ensure that value for money is obtained and secondly to minimise the opportunity for 
fraud. 
 
To ensure the first, it is fundamental that competitive prices/quotations/tenders are 
obtained on a like for like basis, whether the invitation is for goods or services. It is almost 
always the case that a cheap quotation will deliver equally cheap or low quality goods 
or services. It is therefore essential to invite quotations/tenders against a carefully drawn 
up specification. Where the value of the work/services exceeds £5,000 this must always 
be the case. Specifications must be prepared by persons properly qualified and 
experienced to do so. 
 
To minimise the opportunity for fraud and to protect the interests of staff it is fundamental 
to separate the functions of ordering and receipt/authorisation of payment. 
 
Tendering Procedure 
 
This procedure is intended to ensure that tenders and quotations obtained by the school 
are invited and processed in accordance with the standing orders of the LA. It is 
intended as far as possible to separate the functions of invitation and selection and 
protect staff involved. 
 
This procedure covers ALL contracts to be entered into by the school, including annual 
maintenance contracts. 
 
1. Selection of Tenderers 
 
Tenderers should be determined by the Headteacher and/or the Chairman/Vice 
Chairman of Governors. 
 
Tenderers must always be selected by at least 2 people. 
 
The minimum number of Tenderers required will be: 
 
For the supply of goods or services:- 
 
• Below £5,000, an appropriate number of quotations are satisfactory. These quotations 

may be sought verbally but must be documented in writing. Catalogue prices may be 
used. 

• More than £5,000 and less than £20,000 in value, at least 3 written quotations must be 
obtained based on written specifications and retained.  
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• More than £20,000 and less than £50,000 in value, at least 4 formal tenders or written 
quotations must be obtained based on written specifications and retained. 

• Over £50,000 but less than the EU threshold £164,176, minimum of 4 tenders to be 
invited and retained. 

• Purchases for high value goods or services i.e purchases exceeding the EU threshold 
limit £164,176 (subject to change in January 2018) needs to comply with strict 
regulations:- 

 
- Schools Finance Regulations 
- WCC Standing Orders on Contracts 
- WCC Procurement Code 
 
 Unsuccessful tenders/quotes must be retained for a minimum of one year following 
completion of the contract. Successful tenders/quotes and supporting documentation 
showing the decision making process are retained for six years following completion of 
the contract. 
 
2. Emergency Works 
 
Competition may be waived where Contractors need to be engaged, or materials 
purchased to carry out immediate remedial works in an emergency. Any action taken 
must be reported to Governors at the earliest opportunity. 
 
3. Tender Invitation 
 
All Tenders shall be invited for return by a specific date, the opening date. The tenders 
must be opened together on that date and time and the offers recorded in a tender 
book. Computer records are unacceptable for this purpose. (Suitable endorsed return 
envelopes must be included with the tender invitation). 
 
4. Contractors Own Conditions 
 
In cases where a Contract is let using the Contractor’s own conditions, typically 
accepting a quotation, the Responsible Officer MUST satisfy him/herself that the 
Conditions are acceptable and do not disfavour the school. 
 
5. Return of Tenders 
 
a) Receipt of Tenders/Quotations 
 

• All tenders/quotations shall be returned to the Headteacher or her 
representative in the return envelope provided.  

• The date and time of receipt of each Tender shall be endorsed in ink on the 
unopened envelope/package. The time of receipt shall be recorded in the tender book. 

• The unopened Documents shall be retained in locked safe storage until the 
time appointed for their opening. 
 
b) Opening of Tenders/Quotations 
 



 

 18 

• Tenders over £20,000 shall be opened by the Headteacher or his/her 
representative in the presence of a second person and if appropriate a person 
technically qualified depending on the nature of the tender (e.g. architect, ICT expert).  
This person should where possible be a school Governor. 

• Every Tender received shall be endorsed with the date of opening and initialled by the 
persons undertaking the opening. 

 
• A record is to be maintained for 6 years to show for each Contract: 

 
o The Value of each Tender Returned 
o Names and numbers of firms from whom Tenders have been received 
o Date that Tenders were opened 
o Signature of Persons present at the Opening (not to be less than 2) 
o The time and date recorded on the Tender envelopes as being the time Tenders 

were received by the school. 
 
c) Selection of Tenders 
 

• The tender selected will be that which satisfies all the criteria and which represents best 
value, where a tender other than the lowest is accepted, the reasons for this decision is 
reported to the Board of Governors and included in the minutes of the relevant meeting.  
The decision should be based on a consensus of those present. 

• The decision should be reported to the next scheduled relevant Governors committee 
and the Full Board of Governors. 
 
d) Late Tenders/Quotations 
 

• Where Tenders are received late they shall be accepted only if it is clear that the 
Tenderer despatched the documents in reasonable time and that through no fault of his 
they were delayed. 

• Under no circumstances will Tenders, which are received after the opening of 
competitor tenders, be accepted. 

• The details shall be recorded in the Tender Book. 
 
6. Payment 
 
Payment will be made when the work or supply is satisfactorily complete. 
 
Contractors usually make an “interim claim”. It is however, the Contract Administrator’s 
responsibility to value the work. Interim Certificates must be issued in accordance with 
the Contract Conditions. 
 
Where the Contract includes a lump sum payment this must only be made when the 
work is properly completed and proper final account rendered. 
 
In all cases no payments are to be made in advance. 
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7. Quotations 
 
Quotations shall be dealt with in a similar manner as described above for tenders except 
that no Governor presence is required at opening. 
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     Sutton Park Community Primary School       
 

Information and guidelines specific to Sutton Park Community 
Primary School to be read in conjunction with the attached 

Worcestershire Councy Council application form and terms and 
conditions. 

 
 

1.  Introduction 
 
The Governing Body regards the school buildings and grounds as a community 
asset and will make every reasonable effort to enable them to be used as much 
as possible. However, the overriding aim of the Governing Body is to support the 
school in providing the best possible education for its pupils, and any lettings of 
the premises to outside organisations will be considered with this in mind. 
 
The school’s delegated budget (which is provided for the education of its pupils) 
will not be used to subsidise any lettings by community or commercial 
organisations. A charge will be levied to meet the additional costs incurred by 
the school in respect of any lettings of the premises. As a minimum, the actual 
cost to the school of any use of the premises by an outside organisation must be 
reimbursed to the school’s budget. 
 
2.  Definition of a Letting 
 
A letting may be defined as “any use of the school premises (buildings and 
grounds) by either a community group (such as a local music group or football 
team), or a commercial organisation (such as the local branch of ‘Weight 
Watchers’)”. A letting must not interfere with the primary activity of the school, 
which is to provide a high standard of education for all its pupils. 
 
Use of the premises for activities such as staff meetings, parents’ meetings, 
Governing Body meetings and extra-curricular activities of pupils supervised by 
school staff, fall within the corporate life of the school. Costs arising from these 
uses are therefore a legitimate charge against the school’s delegated budget. 
 
3.  Charges for a Letting 
 
The Governing Body is responsible for setting charges for the letting of the school 
premises. A charge will be levied which covers the following: 
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♦ Cost of services (heating and lighting); 
♦ Cost of staffing (i.e caretaking and cleaning) - including “on-costs”; 
♦ Cost of administration; 
♦ Cost of “wear and tear”; 
♦ Cost of use of school equipment (if applicable); 
♦ Profit element (if appropriate). 
 
The specific charge levied will be reviewed annually, for implementation from 
the beginning of the next term of that year. Current charges will be provided in 
advance of any letting being agreed. (Appendix 2) 
 
4.  Variation of Scales of Charges and Cancellations 
 
The Hirer acknowledges that the charges given may be increased from time to 
time and that the letting may be cancelled, provided that in each 
circumstance at least 28 days notice either way is given.  It is the Hirer's 
responsibility to notify parents in writing (where appropriate) of any changes in 
dates or venues at least a week in advance. 
 
5.  Management and Administration of Lettings 
 
The Headteacher is responsible for the management of lettings, in accordance 
with the Governing Body’s policy. Where appropriate, the Headteacher may 
delegate all or part of this responsibility to other members of staff, whilst still 
retaining overall responsibility for the lettings process.  If the Headteacher has 
any concern about whether a particular request for a letting is appropriate or 
not, he/she will consult with the Chair of the Board of Governors, who is 
empowered to determine the issue on behalf of the Governing Body. 
 
6.  The Administrative Process 
 
Organisations seeking to hire the school premises should approach the 
Headteacher (or other designated member of staff), who will identify their 
requirements and clarify the facilities available.  The Governing Body has the 
right to refuse an application, and no letting should be regarded as “booked” 
until approval has been given in writing.  No public announcement of any 
activity or function taking place should be made by the organisation concerned 
until the booking has been formally confirmed. 
 
Once a letting has been approved, a letter of confirmation will be sent to the 
hirer, setting out full details of the letting and enclosing a copy of the terms and 
conditions and the hire agreement. 
 
The letting should not take place until the signed agreement has been returned 
to the school. The person applying to hire the premises will be invoiced for the 
cost of the letting, in accordance with the Governing Body’s current scale of 
charges.  
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The hirer should be a named individual and the agreement should be in their 
name, giving their permanent private address. This avoids any slight risk that the 
letting might be held to be a business tenancy, which would give the hirer 
security of tenure. 
 
All lettings fees which are received by the school will be paid into the school’s 
individual bank account, in order to offset the costs of services, staffing etc 
(which are funded from the school’s delegated budget). Income and 
expenditure associated with lettings will be regularly monitored to ensure that at 
least a “break even” situation is being achieved. 
 
7.  Safeguarding Children  
 
The Local Authority has a statutory duty under Section 11 of The Children Act 
2004 to safeguard and promote the welfare of children, the key message being 
"Safeguarding children is everyone's responsibility". This means that key people 
and bodies, including LA's, must ensure two things. Firstly, that their functions are 
discharged having regard to the need to safeguard and promote the welfare of 
children, and secondly, that the services they contract out to others are also 
provided having regard to that need.  
 
Furthermore, Section 175 of The Education Act 2002 requires Governing Bodies to 
have arrangements in place to safeguard and promote the welfare of children 
attending the school. All educational establishments are subject to inspection 
with regard to their responsibility to safeguard and promote the welfare of 
children. Performance is judged on procedures and their effectiveness in terms 
of safeguarding children from harm. 
  
Although in almost all casual lettings cases the LA will not actually be 
contracting the services of hirers, it is nonetheless allowing its premises to be 
used for activities that may involve children. Therefore, it is suggested that under 
this legislation the LA/school has a duty to ensure, as far as is reasonable, that 
these activities also comply with safeguarding responsibilities. Parents and carers 
may reasonably assume that because an activity is taking place within a school 
setting, it has therefore been checked by the LA/school for safeguarding 
purposes.  
 
"Working Together to Safeguard Children 2006", Chapter 2, (2.8) outlines the 
"common features" that all organisations that provide services for, or work with 
children, must have. These include policies and procedures for safeguarding 
and promoting the welfare of children, a designated person for 
safeguarding/child protection, safe recruitment practices, including 
arrangements for checks and renewals (DBS) on staff and volunteers, 
procedures for dealing with allegations of abuse against staff and volunteers, 
training for staff and volunteers and a culture of listening to and engaging with 
children.  
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All adults whether paid or voluntary, have a duty to keep young people safe 
and to protect them from sexual, physical, and emotional harm. Children have 
a right to be safe and to be treated with respect and dignity. It follows that 
trusted adults are expected to take reasonable steps to ensure the safety and 
well being of children. Failure to do so may be regarded as neglect. Therefore, 
in allowing hirers use of school premises, schools should have regard to their own 
policies in relation to safeguarding children. 
 
8.  Health and Safety 
 
It is essential that every letting is made using the LA’s standard terms and 
conditions, copies of which are printed on the back of the combined 
application/invoice (Form LA1).(Appendix 1). 
  
All accidents and near misses on the premises, whether to hirers or the public, 
must be reported to the LA using the appropriate system. 
 
The school must provide copies of risk assessments for any equipment or facilities 
that are likely to affect the Health and Safety of the hirers. Similarly, hirers must 
be prepared to present risk assessments appropriate to any equipment and 
activities being carried out on the school's premises. 
 
 The “Hirer” shall be the person making the application for a letting, and this 
person will be personally responsible for payment of all fees or other sums due in 
respect of the letting. 
 
9.  Status of the Hirer 
 
The “Hirer” shall be the person making the application for a letting, and this 
person will be personally responsible for payment of all fees or other sums due in 
respect of the letting. 
 
Lettings will not be made to persons under the age of 18, or to any organisation 
or group with an unlawful background. The hire agreement is personal to the 
hirer only, and nothing in it is intended to have the effect of giving exclusive 
possession of any part of the school to them or of creating any tenancy 
between the school and the hirer. 
 
Persons may have to undergo, at the discretion of the Governing Body, a 
criminal record check via the Disclosure and Barring Service (DBS). If a particular 
letting involves contact with the school’s pupils, all personnel involved must be 
checked against List 99 and undergo a DBS check. These checks must be made 
by prior arrangement with the Headteacher. 
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Any adults working with the school’s pupils (for example, at an after school  
sports club) must be appropriately qualified. Sports coaches must follow the LA’s 
guidelines for working in schools. 
 
 
10.  Priority of Use 
 
The Headteacher will resolve conflicting requests for the use of the premises, with 
priority at all times being given to school functions. 
 
 
 
11.  Attendance 
 
The Hirer shall ensure that the number of persons using the premises does not 
exceed that for which the application was made and approval given. 
 
12.  Behaviour  
 
The Hirer shall be responsible for ensuring the preservation of good order for the 
full duration of the letting and until the premises are vacated. 
 
13.  Public Safety 
 
The Hirer shall be responsible for the prevention of overcrowding (such as would 
endanger public safety), and for keeping clear all passages and exits. The Hirer 
shall be responsible for providing adequate supervision to maintain order and 
good conduct, and - where applicable - the Hirer must adhere to the correct 
adult/pupil ratios at all times. 
 
14.  Own Risk 
 
It is the Hirer's responsibility to ensure that all those attending are made aware of 
the fact that they do so in all respects at their own risk. 
 
15.  Damage, Loss or Injury 
 
Neither the school, nor the Local Authority, will be responsible for any injury to 
persons or damage or loss to property arising out of the letting of the premises. 
 
16.  Insurance 
 
The Hirer warrants to the Governing Body that it has appropriate public liability 
insurance to cover all its legal liabilities for accidents resulting in injuries to 
persons (including all participants in the activity for which the premises are being 
hired), and/or loss of or damage to property. 
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If the Hirer does not have their own insurance, then cover can be arranged by 
the Council for 10% of the hire charge. This premium will need to be passed to 
the Council for it to be paid to the insurers.  
 
Please note that the Council’s insurance will not cover the use of bouncy castles 
unless they are hired with an operator who has the appropriate liability 
insurance. 
 
The school's Friends of Sutton Park parent teacher association is not covered by 
any Local Authority insurance and they must have their own policy in place. 
 
The following must have their own Public Liability Insurance in place; 
 
- political parties 
- professional entertainment groups/individuals 
- groups or individuals whose activities involve the generation of heat 
- martial arts groups of all classifications 
 
In addition, for sporting activity groups the LA insurance does not cover personal 
injury or property damage suffered by one participant that was caused by 
another participant.  
 
17.  Furniture and Fittings 
 
Furniture and fittings shall not be removed or interfered with in any way. No 
fittings or decorating of any kind necessitating drilling, or the fixing of nails or 
screws into fixtures which are part of the school fabric, are permitted.  In the 
event of any damage to premises or property arising from the letting, the Hirer 
shall pay the cost of any reparation required. 
 
18.  Electrical Equipment 
 
Any electrical equipment brought by the Hirer onto the school site MUST comply 
with the LA code of practice for portable electrical appliance equipment. 
Equipment must either have a certificate of safety from a qualified electrical 
engineer or be inspected by the LA. The intention to use any electrical 
equipment must be notified on the application. 
 
19.  Car Parking Facilities 
 
Subject to availability, these may be used by the Hirer and other adults involved 
in the letting. 
 
20.  Toilet Facilities 
 
Access to the school’s toilet facilities is included as part of the hire 
arrangements. 
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21.  First Aid Facilities 
 
There is no legal requirement for the school to provide first aid facilities for the 
Hirer. It is the Hirer's responsibility to make their own arrangements, such as the 
provision of first aid training for supervising personnel, and the provision of a first 
aid kit, particularly in the case of sports lettings. Use of the schools resources is 
not available. 
 
22.  Food and Drink 
 
No food or drink may be prepared or consumed on the property without the 
direct permission of the Governing Body, in line with current food hygiene 
regulations. All litter must be placed in the bins provided. 
 
23.  Intoxicating Liquor 
 
No intoxicants shall be brought on to or consumed on the premises. 
 
24.  Smoking 
 
The whole of the school premises is a non-smoking area, and smoking is not 
permitted. 
 
25.  Heels and Shoes 
 
No stiletto or any type of thin heel is to be worn. If activities involve outdoor use, 
participants should ensure footwear is cleaned before re-entering the premises. 
 
26.  Copyright or Performing Rights 
 
The Hirer shall not, during the occupancy of the premises, infringe any subsisting 
copyright or performing right, and shall indemnify the Local Authority against all 
sums of money which the LA may have to pay by reason of an infringement of 
copyright or performing right occurring during the period of hire covered by this 
agreement. 
 
27.  Sub-letting 
 
The Hirer shall not sub-let the premises to another person. 
 
28.  Right of Access 
 
The Governing Body reserves the right of access to the premises during any 
letting. The Headteacher or members of the Governing Body may monitor 
activities from time to time. 
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29.  Conclusion of the Letting 
 
The Hirer shall, at the end of the hire period, leave the accommodation in a 
reasonably tidy condition, all equipment being returned to the correct place of 
storage. If this condition is not adhered to, an additional cost may be charged. 
 
30.  Vacation of Premises 
 
The Hirer shall ensure that the premises are vacated promptly at the end of the 
letting. The Hirer is responsible for supervising any children taking part in an 
activity until they are collected by a responsible adult. In the event of an 
emergency, occupants must leave the school by the nearest exit.  The Hirer must 
have immediate access to participants’ emergency contact details.   Hirers are 
responsible for familiarising themselves with emergency exits and must ensure 
that participants are aware of evacuation procedures. 
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Throughout this document and solely in relation to it, the term 'Council' means Worcestershire County Council and 
includes where appropriate the Governors of any school administering lettings under delegated authority.  
1. All applications for the hire of accommodation must be made in writing at least seven days before the accommodation 
is required. The person who signs the application will be considered by the Council for all purposes to be the hirer. 
Where a promoting organisation is named in the application for hire that organisation will be similarly considered to be 
the hirer and will be jointly and severally liable hereon with the person who signs the application.  
  
The Council reserve the right to impose further conditions to meet the particular requirements of the hirer and may, at 
their absolute discretion and  without reason being given, refuse to grant any  application for the hire of accommodation 
and facilities or cancel without notice any hiring previously accepted.  
  
2. The charges for the hired accommodation and any other additional sums payable by the hirer will be as set out in the 
Council's scale of charges or as otherwise determined by or on behalf of the Council.  
  
The Council may at their absolute discretion and without reason being given require a deposit from the hirer in addition to 
the charges for accommodation. Such a deposit will be returnable after the hiring provided there has not been any 
breach of Conditions 10 and 20.  
  
3.  The  numbers  of  persons  attending  the  function  must  be  notified  to  the  Council  not  less  than  48  hours  prior  
to  the function. Numbers notified are not to be exceeded under any circumstances except by prior agreement in writing. 
In no case  will  persons  be  admitted  to  social  functions  after  10.00p.m.  and  in  all  cases  use  of  the  
accommodation  must  be terminated no later than 3.00a.m. (Saturdays 12 midnight).  
  
4.  The  hirer  shall  provide  at  the  hirer's  cost  such  numbers  of  attendants  and  stewards  as  may,  in  the  opinion  
of  the Council or their authorised officer, be necessary to secure the observance and performance of the stipulations 
contained in these Conditions including those relating to the observance of fire precautions. Such attendants and 
stewards shall be the servants of the hirer, but will comply with the reasonable requirements of the Council in the 
performance of their duties  
  
5. If the hirer fails to observe and perform any one or more of the stipulations contained herein the Council may:  
a)  charge  to  and  recover  from  the  hirer  any  expenses  incurred  by  the  Council  in  engaging  police  constables  
or  other persons to secure such observance and performances:  
  
 b) Cancel any other engagements for any room or rooms in the hired premises that the hirer may have made without 
incurring any liability to the Council whatsoever other than for the return of any fee paid.  
  
 c) Charge to the hirer the cost of clearing the premises of litter in accordance with the provisions of the Environmental 
Protection Act 1990.  
  
6. Specific written permission from the Council must be obtained by the hirer before intoxicating drinks may be brought 
onto the premises. The sale of intoxicating liquor at the hired premises may only be undertaken by the current holder(s) 
of a  Justices  Licence  and  in  accordance  with  the  provision  of  that  Licence.  The  hirer  is  responsible  in  all  
respects  for applying for and ensuring compliance with any such Licence.  
  
7. The hirer shall, if required by the Council, supply for approval, a copy of the programme of any proposed 
entertainment not less than 7 days before the presentation of such entertainment.  
  
8. No copyright, dramatic or musical work shall be performed or sung without the licence of the owner of the copyright 
and all such licences shall be produced to the Council before the commencement of the hiring. The hirer shall indemnify 
the Council against any infringement of copyright which may occur during the hiring.  
  
9. The hiring does not entitle the hirer to use or enter the premises at any time other than the specified hours for which 
the accommodation  is  hirer  unless  prior  arrangements  have  been  made  with  Council  which  will  grant  reasonable  
access before and after the hiring period in accordance with the availability of the accommodation.  
  
10. The hirer shall take good care of and shall not cause any damage or permit or suffer any damage to be done to the 
hired premises or to any part or parts thereof or to any fittings, equipment or other property therein and shall make good 
and  pay  for  the  damage  thereto  (including  accidental  damage)  caused  by  any  act  of  neglect  of  the  hirer,  the  
hirer's servants, agents or any person resorting to the hired premises by reason of the use of the hired premises by the 
hirer.  
  
11. The Council will not accept responsibility or liability in respect of any damage or theft or loss of any property, goods, 
articles or things  whatsoever placed, deposited, brought into or left upon the hired premises either by the hirer for the 
hirer's use or purpose or by any other person, or left or deposited with any officer or servant of the council and the hirer 
must indemnify and hold the Council and their servants and officers harmless in respect thereof. It is the responsibility of 
the hirer to provide cloakroom attendants, and Council employees are not permitted to assist in the cloakrooms.   
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12.  The  Council  shall  not  be  liable  for  any  loss  due  to  any  breakdown  of  machinery,  failure  of  supply  of  
electricity, leakage of water, fire, Government restriction, strike, Act of God, or any unforeseen circumstances which may 
cause the premises to be temporarily closed or the hiring to be interrupted or cancelled.  
  
13. The hirer shall be liable for and shall indemnify the Council in respect of any loss, damage or injury which may be 
incurred by or be done or happen to the hirer or any person in the hirer's employ or any of the hirer's sub-contractors or 
by or to any other person or persons resorting to the hired premises by reason of the use of the hired premises by the 
hirer.  
  
14. The Council may require any hirer to disclose to them the arrangements (including any insurance in relation to any 
liability) made or effected by the hirer for damage accepted by the hirer, or in relation to any indemnify hereby given.  
  
15. The hirer shall not himself let, hire or licence to any other person to let the hired premises or any other part thereof. 
Should the hirer fail to comply with this condition the hiring will stand cancelled and charges paid forfeited and the hirer 
and sub-hirer excluded from the accommodation.  
  
16. The right of entry to the hired premises is reserved at any time during the hiring to any member of the Council, any 
officer of the Council on duty, any police officer on duty and any other person (whether employed by the Council or not) 
lawfully  undertaking  duties  connected  with  the  safety  or  security  of  the  accommodation,  or  with  the  health,  
safety  or welfare of the persons therein.  
  
17. The hirer, the hirer's servants, agents and contractors shall during the hiring and during such other times as they or 
any  of  them  shall  be  in  the  hired  premises  for  the  purpose  of  hiring  comply  with  all  reasonable  requirements  
of  the Council or their authorised officer.  
  
18. The hirer shall during the hiring be responsible for:  
  
a) The efficient supervision of the hired premises including the effective control and safeguarding of children, the orderly 
and safe admission and departure of persons to and from the hired premises and the orderly and safe clearance of the 
hired premises in case of emergency;  
  
b) The safety of the hired premises and the preservation of good order and decency therein;  
  
c) Ensuring all doors giving egress from the hired premises shall be kept unfastened and unobstructed and immediately 
available for exit during the whole time the hired premises are in use and no obstruction shall be placed or allowed to 
remain in any corridor giving access to the hired premises.  
  
19. Except with the consent in writing of the Council the hirer shall not cause or suffer any animal in the hirer's charge or 
in the possession of any person resorting to the hired premises during the hiring to enter or remain in the hired premises.  
  
20. The hirer shall at the expiration of the period of the hiring leave the premises in a clean and orderly state.  
  
Hirers are reminded that in accordance with their duties under the Environmental Protection Act 1990, the Governors or 
the school require the premises to be left free of litter. Failure to clear the premises of litter after use may result in the 
Governors charging to the hirer the cost to them of so clearing, and repeating failure to remove litter after use may result 
in the cancellation without notice of any hiring in accordance with condition 1 hereof.  
  
21. No inflammable materials shall be allowed within six feet of any light in the building.  
  
22. No bolts, nails, tacks, screws, bits, pins or other like objects shall be driven into any part of the hired premises nor 
shall any placards or other articles be fixed thereto.  
  
23. The Council or any person so authorised by the Council can stop any entertainment or meeting not properly 
conducted.  
  
24. No publicity or advertising material, flags, notices, emblems or other decorations shall be displayed within the 
grounds and premises of the hired premises or on the gates, walls, fences and hedges forming the boundary of the 
premises without the previous consent in writing of the Council.  
  
25. Any lighting and audio/visual equipment supplied by the Council shall at all times be operated by persons employed 
by the Council for that purpose and no other person whatsoever shall operate or attempt to operate or interfere with the 
lighting or audio/visual equipment without express prior permission.  
  
26. No additional lights or extensions form the existing electric light fittings, nor audio/visual equipment provided by the 
hirer or his agents shall be used without the previous consent of the Council, and any such lights, extensions or 
equipment shall be disconnected or switched off if any authorised officer of the Council so requires.  
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27. No persons other than persons directly concerned with the presentation of any function shall be permitted on the 
stage (if any) or in the ancillary adjoining the stage (if any).  
  
28. Except with the previous consent in writing of the Council, no part of the hired premises shall be used by the hirer for 
the sale of anything whether by auction or otherwise except when the hired premises are specifically hired for the 
purpose of holding such a sale.  
  
29. The property of the hirer and the hirer's agents must be removed before 12 noon on the date next following the 
period of hiring or additional fees will be charged for each or part day until the same is removed. The Council accept no 
responsibility for any property left on the premises after the hiring.  
  
30. Smoking is prohibited.  
  
31. All scenery and costumes used for performances and the like must be fire proof.  
  
32. The express written permission of the Council must be obtained for the use of streamers, balloons or confetti.  
  
33. No exit may be blocked, chairs or obstructions placed in corridors or internal doorways, or fire appliances tampered 
with or removed. Please refer to condition 18.  
  
34. Any special staging or equipment required and provided by the hirer shall be a matter of negotiation between the 
hirer and the Council's authorised officer.  
  
35. If the hirer wishes to cancel a single booking at least 3 clear days' written notice shall be given or for cancellation of 
an arrangement to hire premises regularly, 1 month's written notice is required otherwise the Council shall be entitled to 
retain the fees paid. If, as a result of such cancellation, the Council incurs a loss in excess of the fees paid by the hirer, 
the hirer shall pay to the Council as liquidated damages the amount of such loss. For block bookings, a refund will only 
be given where the facilities are not available due to unforeseen circumstances.  
  
36. Any complaint arising out of the hiring must be made in writing to the Council.  
  
37. Any notice, demand or request by the Council to or upon the hirer may be sent by ordinary pre-paid post addressed 
to the hirer at the hirer's address given in the hirer's application and shall be deemed to be made or served at the time 
when the letter containing the same would be delivered in the ordinary course of post.  
  
38. The hirer is requested to contact the Council to obtain details of the prevailing fire precautions and security 
arrangements.  
  
39. The hirer is to be responsible for the conduct of his own employees, agents and contractors including all health, 
safety and welfare matter. The hirer must make his arrangements in such a way as to ensure at all times:-  
  
(i) Compliance by him of his responsibility under the Health and Safety at Work Act; and,  
  
(ii) Compliance and co-operation by himself and his employees, agents and contractors with any arrangements made by 
the Council for security of the hired premises or any part there of or to secure compliance with any duty or requirement in 
relation to health and safety at work.  
  
40. The hirer shall be responsible for (and shall indemnify the Council against any breach) compliance with any statutory 
provisions relating to the preparation, display and sale of food for human consumption,  
  
41. The hire of accommodation does not include any right to car parking accommodation, except that vehicles bringing 
passengers, exhibits, fittings etc., may stand in such part of the Car parking area surrounding the premises as the 
Council may determine for such time as necessary at their own risk.  
  
  
Director of Corporate Services, County Hall, Worcester. Tel: 01905 763763  
  
Please Note…  
  
Where application for hire is for an unspecified period, users should renew their application as necessary for each school  
year (i.e. commencing September). Such renewed application should be made not later than the end of the preceding  
May. Applicants are asked to notify the school immediately in the event of there being a change in the name and address  
of the person with whom the school should communicate regarding the letting arrangement.   
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Appendix E1 
 

Sutton Park Community Primary School 
 

 
 

Lettings Charges from November 2017 
 

Financial regulations mean that schools should not subsidise non-school lettings.  
In line with Worcestershire County Council’s Lettings Policy we have considered 
the costs of heating, lighting, caretaking, maintenance and administrative costs 
in order to arrive at these charging levels.  To be fair to all organisations these 
charges will be applied consistently.   
These charges relate to letting of the hall (including the use of changing rooms 
and toilets): 
 

TYPE OF LETTING CHARGE 
Profit making organisations £10 per hour + £20 charge if letting 

finishes after 7pm or is at a weekend. 
 

Voluntary organisations £5 per hour + £20 charge if letting 
finishes after 7pm or is at a weekend 
 

 
All private and voluntary organisations must complete and sign an LA1 form on 
an annual basis and provide details of Public Liability Insurance. If no Public 
Liability Insurance is available a further 10% is charged on top of the lettings 
charges listed above to cover the cost of County Council Insurance. 
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Appendix F 
 
 

 

 

 

 

CHARGING & REMISSIONS 
 POLICY 

 
 
 
 
 

Date written: November 2017 
    Review date: November 2018 
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                        Charging and Remissions Policy                    

 

Introduction and context 

At Sutton Park Community Primary School we believe the school curriculum 
should be rich, memorable, exciting and enjoyable in order for children to 
achieve the highest standards in all areas of their personal, social, physical, 
creative and academic development.   

In order to bring our curriculum alive and make it meaningful for our pupils we 
undertake a wide variety of activities.  Many of these activities are free and do 
not involve additional costs for the school, however some do.  We strive to 
minimise costs wherever possible.  However in order to maximise the range of 
educationally beneficial experiences we provide for our children  there are 
times when significant costs are involved and this policy explains how we 
charge for them. 

Sections 449-462 of the Education Act 1996 sets out the law on charging for 
school activities by schools maintained by local authorities in England.  The Act 
gives schools the  discretion to charge for optional activities and request 
voluntary contributions for activities during and after school hours. 

Objectives 

The objectives of the Charging and Remissions Policy are: 

- To set out clearly the school’s policy for charging for school activities so all 
members of the school community have a clear understanding of 
national legal requirements and the rationale behind the policy at Sutton 
Park. 

- To maximise the involvement of all pupils in a broad range of exciting, 
memorable, purposeful and educationally beneficial activities. 

- To ensure activities offered in school time are available to all pupils 
regardless of their parents’ ability or willingness to help meet the cost. 

Related Policies: 

- Educational Visits Policy 
- Health and Safety Policy 
- Equal Opportunities Policy 
- Curriculum Policy 
- Lettings Policy 
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Relevant legislation: 

- The Education Act 1996 (sections 449 – 462) 
- School Admissions Code (paragraphs 1.82 and 1.97) 
- The Education and Inspections Act 2006 

 

What the school cannot charge for: 

The school’s governing body cannot charge for: 

• an admission application to any maintained school; 
• education provided during school hours (including the supply of any 

materials, books, instruments or other equipment);  
• education provided outside school hours if it is part of the National 

Curriculum or part of religious education; 
• tuition for pupils learning to play musical instruments if the tuition is 

required as part of the National Curriculum, or part of a syllabus for a 
prescribed public examination that the pupil is being prepared for at the 
school, or part of religious education;  

• entry fee for a prescribed public examination if the pupil has been 
prepared for it at school; and 

• examination re-sit(s) if the pupil is being prepared for the re-sit(s) at the 
school. 

What schools can charge for: 

The school’s governing body can charge for:  

• any materials, books, instruments, or equipment, where the child’s parent 
wishes him to own them; 

• optional extras (see below); and 
• music and vocal tuition, in limited circumstances (see page 4); 
• certain early years provision27 
• community facilities28 

Optional Extras 

The school’s governing body can make some activities that are known as 
“optional extras”.  Optional extras are: 

• education provided outside of school time that is not: 

a) part of the National Curriculum or  
b) part of religious education 
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• transport that is required to take the pupil to school or to other premises 
where the local authority/governing body have arranged for the pupil to 
be provided with education; and  

• board and lodging for a pupil on a residential visit. 
• where an optional extra is being provided, a charge can be made for 

providing materials, books, instruments, or equipment. 
• examination entry fee(s) if the registered pupil has not been prepared for 

the examination(s) at the school. 

Examples of “optional extras” provided at Sutton Park are after-school clubs, 
Breakfast Club. 

In calculating the cost of optional extras an amount may be included in relation 
to: 

• any materials, books, instruments, or equipment provided in connection 
with the optional extra; 

• non-teaching staff; 
• teaching staff engaged under contracts for services purely to provide an 

optional extra, this includes supply teachers engaged specifically to 
provide the optional extra; and 

• the cost, or a proportion of the costs, for teaching staff employed to 
provide tuition in playing a musical instrument, where the tuition is an 
optional extra. 

Any charge made in respect of individual pupils will not exceed the actual cost 
of providing the optional extra activity, divided equally by the number of pupils 
participating. We do not therefore include an element of subsidy for any other 
pupils wishing to participate in the activity whose parents are unwilling or unable 
to pay the full charge.   

Furthermore in cases where a proportion of the activity takes place during 
school hours the charge cannot include the cost of alternative provision for 
those pupils who do not wish to participate.   

Therefore no charge can be made for supply teachers to cover for those 
teachers who are absent from school accompanying pupils on a residential visit. 

Participation in any optional extra activity will be on the basis of parental choice 
and a willingness to meet the charges. Parental agreement is therefore a 
necessary pre-requisite for the provision of an optional extra where charges will 
be made. 

Voluntary contributions 
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When organising school trips or visits which enrich the curriculum and 
educational experiences of the children, the school invites parents to contribute 
to the cost of the trip. 

All contributions are voluntary; however should we not receive sufficient 
contributions to make the trip viable, it might be cancelled.  

If a trip goes ahead, it will include children whose parents have not paid any 
contribution. If a parent wishes their child to take part in a school trip or event, 
but is unwilling or unable to make a voluntary contribution, we do allow the 
child to participate fully in the trip or activity. The school will provide a 
breakdown of how trips and activities are funded should this be required. 

Financial Support 

In order to minimise costs to parents, wherever possible the school contributes a 
small subsidy from the School Budget or seeks financial support from the Parent 
Teacher Association.  Any subsidy, regardless of the source, is used to reduce to 
the total cost and therefore benefits all children.  Any subsidy is not used to pay 
for/subsidise a visit for some children and not others.  The contributions from 
School Budget and/or the PTA are monitored carefully to ensure that there is 
parity between different year groups in school. 

Breakages 

In cases of wilful damage, breakage or loss of equipment on loan to children, 
the Head teacher, in consultation with the Chair of the Resources Committee 
may decide to make a charge. Each incident will be dealt with on its own merit 
and at their discretion. 

Residential Visits 

Our residential activities take place largely during school time and as such no 
charge will be made for the education element of the trip. Expressions of interest 
are sought prior to the visit in order to determine whether or not it will go ahead. 
This includes breakdown of the costs involved. Parents of children involved in 
residential visits will be charged for board and lodging and will be asked for a 
voluntary contribution towards any other costs involved.  

Parents in receipt of the following benefits are exempt from paying the cost of 
board and lodging, however some of our parents make an individual decision 
to contribute: 

- Income Support 
- Universal Credit in prescribed circumstances29 
- Income-based Job Seekers' Allowance 
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- Support under Part VI of the Immigration and Asylum Act 1999 
- the guaranteed element of State Pension Credit 
- Child Tax Credit, provided they are not also entitled to Working Tax Credit 

and have an annual gross income of no more than £16,190, as assessed 
by Her Majesty's Revenue and Customs (financial year 2015/2016) 

Music Tuition 

All children study music as part of the school curriculum for which there is no 
charge. A charge is made for individual or group music tuition if this is not part of 
the National Curriculum. Peripatetic music teachers teach individual or small 
group lessons. We make a charge for these lessons. Contributions towards these 
lessons are given at the discretion of the Head teacher and Governing Body 
and within the limitations of the school budget. We give parents information 
about additional music tuition prior to the start of each term. 

Swimming 

The school organises swimming lessons for all children in Year 3.  We inform 
parents when these lessons are to take place.  The lessons take place in school 
time and are part of the National Curriculum. The school undertakes to cover 
the cost of the pool hire and teaching costs however we invite parents to make 
voluntary contributions from time to time towards the cost of transport to and 
from the pool. 

Additional In-School Charges 

The Governors have agreed that a charge will be made to cover the costs 
involved for private photocopying and personal telephone calls for all staff. 

 

Income from Sales 

Some goods are purchased through the school for the convenience of parents 
and children e.g. book bags, water bottles, uniform.  These goods are available 
to parents at cost price. 

Some goods will be sold through the school with the intention of making a small 
profit and this often takes the form of commission. Goods include; Book Fair sales 
and school photographs.  This small profit is paid into the School Fund  which is 
then used to subsidise school visits and activities. 

Power of discretion 

The governing body delegates to the Head teacher a power of discretion. This 
discretion may be used to waive charges, either in full or in part, for an individual 
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pupil. The Head teacher's discretion will be exercised where, in the opinion of 
the Head teacher, there is clear evidence of financial hardship or an 
educational or social imperative for a given pupil to benefit from an activity 
which, but for a remission, would not make their participation impossible. The 
Head teacher's discretion may only be exercised by the Head teacher or 
authorised deputy. 

The Head teacher and Governing Body will ensure that: 

- If a charge is made for each child it will not exceed the actual cost. 
- In the case of day visits and activities, no child will be excluded because 

the school has not received a voluntary contribution towards the cost 
involved.  With day visits the school will strive to ensure the cost is £10 or 
less. 

- Whenever possible, parents are given sufficient notice of forthcoming trips 
and activities e.g. at least two weeks for any visit involving a cost of up to 
£5; two weeks for a visit costing between £5 and £7.50; three weeks for a 
visit costing between £7.50 and £10 and four week's notice for a visit 
costing £10.00 or more. 

Careful consideration is given to making up any shortfall in voluntary 
contributions from parents from the school’s delegated budget. 
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NOTES 
 

                                                
1 WCC financial regulations and standing orders are available from Worcestershire County 
Council’s website @ www.worcestershire.gov.uk 
 
2 A copy of Worcestershire’s Scheme for Financing Schools is available from the Liberata School's 
Finance Team 01905 844903 
 
 
3 Further guidance on the School Improvement Plan/School Development Plan is available in 
Summary Document S1.5 The School Development Plan on the archivedFMSIS website @  
www.fmsis.info/ 
 
4 Further guidance on lettings can be found in the publication “Casual Lettings – the hiring out of 
School Facilities Lettings Policy” . Available from the Liberata Schools Finance Team 010905 
844903. 
 
5Guidance notes on Charges & Remissions are also available from Governor Services through 
Babcock Prime Governor Services 01905 678200. 
 
6 A Guide to taking minutes for meetings of the Board of Governors and its Committees can be 
found in resource document R117 on the archived FMSiS website and further details are 
available from Babcock Prime  Governor Services 01905 678200. 
 
7 Further guidance and a pro-forma for registering business interests are available from Babcock 
Prime Governor Services 01905 678200. 
 
8 Budget profiling is an accounting term meaning a forecast of spending or income at different 
times during a year. Comparison with it helps managers to detect when the budget starts to get 
off track and hopefully allows enough time for corrective actions to be taken i.e. it serves as an 
early warning system. 
 
9 Guidance for cash flow management and a cash flow pro-forma is available in resource 
document R23A on the archived FMSiS website. 
 
 
10 The school should have a policy on "reserves" which has been explicitly agreed by the Board 
of Governors, at a level they feel is justified for their school.  This should be minuted. 
 
11 For further advice, please contact Place Partnership Limited 01905 673190. 
 
12 Further guidance on leasing and a leasing assessment form  is available from the Liberata 
Schools Finance Team 01905 844903. 
 
 
13 The Procurement Card Policy and Procedures documents are available from the Liberata 
Schools Finance Team 01905 844903. 
 
14 The Financial Competencies matrices are available on the FMSiS website R11 for finance staff 
and R20 for School Governors. 
 
15 Writing off debts - where a school has its own bank account, the Board of Governors is 
authorised to write off debts up to a level stipulated by the Chief Finance Officer, but must notify 
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the Authority of any debts approved for write off.  The current limit is set at debts up to and 
including £250.  In the case of larger debts and for schools who do not have their own bank 
account the school cannot write off these debts but must carry our procedures set out in WCC 
Financial Regulations and WCC Accounting Instructions.  Governors can recommend writing off 
a debt but must notify Financial Services who has the authority to approve that the debt is 
written off. 
 
16 Most of the Banking Section G is clearly directly applicable for bank account schools, but is 
also relevant for schools' imprest accounts. 
 
17 Details of the LA loan Scheme are available from the Liberata Schools Finance Team 01905 
844903.  Loans are available for larger purchases, to spread the cost over 2-4 years. 
 
18  For further guidance on VAT, please contact the VAT officer on 01905 846521. WCC’s 
“Accounting for VAT in schools” publication is available from Liberata Schools Finance Team 
01905 844903. 
 
19 For further guidance on Income tax, please phone your normal contact in payroll. 
 
20 A New CIS came into force for payments made on or after 6 April 2007.  

 
• Construction Work - There is no change to the definition of construction work for the 

revised scheme. 
• Inspection of CIS Vouchers -Subcontractors will no longer provide vouchers for 

inspection. Where appropriate, CIS status verification will be performed centrally by the 
Revenue Section in Financial Services via HMRC’s online service. 

• Exemption for LA Schools - Schools are not required to operate CIS provided that the 
construction work is commissioned by the School Governors, the Head Teacher, or a 
member of staff exercising the delegated authority of the Head Teacher and payment 
for the construction work is to be made from the school’s delegated budget. 

• School Construction Work that is Not Exempt - CIS is to be operated for school 
construction work when any of the following criteria is met - the construction work is 
commissioned centrally by the LEA or payment for the construction work is to be made 
from a centrally-managed budget. 

 
Further guidance is available from the Revenue Officer on 01905 766561. 
 

21 “School Private Funds – "Instructions for the Management of School Funds" is available from 
Liberata Schools Finance Team 01905 844903. 
 
22 A summary of key requirements under Charity Law applicable to schools voluntary funds is 
available from the Charities Commission Website. 
 
23 The current Inventory limit as given in WCC Accounting Instructions (1994) is £25. Internal Audit 
has advised that it would be reasonable for Governors to increase this limit to £100 if this is more 
practical for the school i.e. only include items with replacement value of £100 in your inventory. 
Schools may choose to include desirable items of a lower value (e.g. cameras). 
 
24 Schools are required to notify the Data Protection Commissioner where the activities they are 
engaged in are covered by the Data Protection legislation e.g. pupil records. Further details are 
available from the DfE website under Data Protection. 
 
25 The Procurement code for Worcestershire County Council is available on WCC’s website @ 
www.worcestershire.gov.uk/tendering.  
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26 Further guidance on financial benchmarking is available from the DfE Schools Financial 
Benchmarking website.  The Liberata Schools Finance Team will publish benchmarking 
information for Worcestershire Schools based on   Consistent Financial Reporting data for 
maintained schools.  This is available from  the Liberata Schools Finance Team 01905 844903. 
 
27 The Education (Charges for Early Years Provision) Regulations 2012 
28 The powers to provide community facilities are under s.27(1) of the Education Act 
29 The government plans to prescribe the circumstances when Universal Credit is fully rolled out. 


