
LONDON BOROUGH OF HAMMERSMITH AND FULHAM 

 

SCHOOLS FORUM 25th MARCH 2014 

 

SCHOOL AUDIT PROGRAMME 

 

This report details the audit programme for 2014/15.  
 

 

        FOR INFORMATION 

 

 
1. Background 

 

1.1 The Schools Audit Strategy consists of a three-year rolling 

programme to audit all schools during this period.  

 

1.2 As part of the 2012/13 internal audit plan, a comparison was made 

between the schools audit test programmes used by LBHF, RBKC 

and WCC. This comparison was used to assist in developing, with 

client senior management, a consistent test programme across tri-

borough schools. A new test programme has been developed and 

has been implemented at RBKC in 2013/14. The new test 

programme will also be adopted by LBHF and WCC during 2013/14 

 

2 Findings of School Audit Visits 

 

2.1 Internal Audit has identified a summary of the High Priority areas 

as a result of recent audits. The high priority recommendations 

raised covered the following main themes: 

 

• Quotes and tenders not being obtained for high value 

purchases and the market not being tested periodically for 

long standing contracts. In addition, approval of the 

Governing Body was not always documented for high value 

purchases; 

• CRB checks being applied for, but not being received 

before the individual started work; 

• Risk management not being discussed or reviewed by the 

Governing Body; 

• Inappropriate expense claims or unauthorised claims; and 

• An inadequate separation of duties between income 

collection and banking. 

2.2 In addition to the high priority recommendations, the following 



recurring issues were identified across a number of schools 

visited during the year: 

 

• No evidence of Governing Body approval of key documents 

such as the School Development Plan and School Financial 

Procedures.  

• Official purchase orders not being raised.  

• Declarations of pecuniary interests not being completed by 

all governors and staff with financial decision making 

responsibilities. 

• All assets not being included on the asset register and 

valuable portable assets not being security marked. 

• Asset Register checks not being undertaken on an annual 

basis or the results not being presented to the Governing 

Body.  

2.3 The Tri-borough Director of Finance and Resources has agreed to 
research and consider innovative examples of where schools had 

successfully encouraged improvement in aspects of their 
performance. The results of this would be circulated to all schools. 

Furthermore, staff and school governors will be offered training, as 

appropriate. 

3.0     Audit Plan 

 

3.1 In accordance with the three year rolling programme the 
following schools are scheduled for a Audit in 2014/15. 

 

Hammersmith and 
Fulham: 

 

Randolph Beresford  Early Years Centre 

Addison Primary 

Flora Gardens Primary 

Langford Primary 

Melcombe Primary 

Normand Croft Community 

School  

Early Years and Primary 

Queens Manor Primary 

Sulivan Primary 

Wormholt Park Primary 

The Good Shepherd RC Primary 

Holy Cross RC Primary 

St.John’s C of E Walham 

Green 

Primary 

St.Peter’s C of E Primary 

Jack Tizard Secondary 



 

 

3.2 The Director of Finance reserves the right to request a Audit of 

any maintained school. 

 

3.3  Please find attached at Appendix A guidance to provide schools 
with information on the coverage of internal audit visits. Please note 
that this is only intended as a guide to the standard audit coverage and 
other information may be requested during the audit visit. This guidance 
should also be viewed only as a guide to the coverage and the controls 
we would expect to see. This is not necessarily a comprehensive or 
prescriptive list of the controls required in each area. 

 
 
 
 

Dave McNamara 

Tri Borough Director of Finance 
 

 
 

Contact officers: 

 

Dave Mcnamara 
Tel: 020 8753 3404   E-mail: dave.mcnamara@lbhf.gov.uk 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



          Appendix A 
 
 
 

1. Governance 

1.1. Instrument of Government 

1.1.1. A signed instrument of Government is in place which is in line with the current 

list of School governors. 

1.1.2. Vacancies and action taken to recruit new governors is reported and recorded 

in the Governing Body meeting minutes. 

1.1.3. Chairs of the Governing Body and Finance Committee are separate individuals. 

1.2. Meeting minutes 

1.2.1. Governing Body and Committee meetings are held in line with their terms of 

reference. 

1.2.2. Timings of meetings are reasonable taking into account financial deadlines 

such as setting the budget. 

1.2.3. Meeting minutes are signed as an accurate record by the chair at the following 

meeting. 

1.2.4. The majority of meetings are quorate. Where meetings are not quorate, 

decisions are deferred until the meeting is reconvened. 

1.2.5. Governing Body meeting minutes demonstrate regular updates being provided 

by Committees. Appropriate information concerning developments within the 

financial environment should be provided to Governors. 

1.2.6. Declarations of interest are a standing agenda item in Governing Body and 

Finance Committee agendas. 

1.3. Induction 

1.3.1. Governors are provided with adequate guidance and their roles and 

responsibilities are explained. 

1.3.2. All governors are provided with regular training and there is sufficient 

budgetary allowance for Governor training (where this is not provided free of 

charge by the Local Authority). 

1.3.3. A periodic skills audit is carried out to assess the skills of the Governing Body, 

and any gaps are addressed. 

1.4. Committees 

1.4.1. A terms of reference is held for each committee, defining the responsibilities 

delegated to the committee, financial authorisation limits, quorum and 

frequency of meetings. 

  



1.5. Scheme of Delegation 

1.5.1. The scheme of delegation includes the roles and responsibilities of the 

governors, committees, head teacher and other relevant members of staff in 

relation to financial decision making and administration. 

1.5.2. Financial limits are specified and are reasonable for the size of the school. 

Financial limits may also be defined in a financial policy or similar document. 

1.6. Governing Body Approval of Key Documents 

1.6.1. The following documents should be approved by the Governing Body (or 

committee where this has been delegated) on an annual basis, and this 

recorded clearly in the meeting minutes: 

• Scheme of Delegation 

• Finance policy/manual 

• School Development Plan 

• Staffing Structure 

• Annual Budget (and three year budget where one is prepared) 

• Terms of Reference for Committees 

1.7. Declaration of Interests 

1.7.1. A declaration of interests form is completed by all governors and staff with 

financial decision making responsibilities and these are reviewed annually. 

1.8. Whistleblowing Policy 

1.8.1. The School’s whistleblowing policy covers: 

• How to raise concerns 

• Independent point of disclosure 

• Guarantee of anonymity 

1.8.2. The whistleblowing policy is made available to staff. 

1.9. School Development Plan (or equivalent) 

1.9.1. The plan covers a period of at least one year and long term objectives have 

been considered when developing the plan. 

1.9.2. The School Development Plan and the budget are developed in parallel. 

1.9.3. The plan includes (where appropriate) resource allocation, targets and success 

criteria. 

1.9.4. Key objectives outlined from recent OFSTED reports are taken into account 

when setting the School Development Plan. 

 
  



2. Financial Management 

2.1. Budget and Cash Flow Monitoring 

2.1.1. The budget is prepared in parallel with the school development plan and 

considers long term objectives. 

2.1.2. If a prior year deficit existed or a deficit budget is set, a plan is put in place to 

eliminate this and this plan should be agreed by the local authority. 

2.1.3. If the School are carrying a significant level of reserves, a plan is in place that 

defines how these reserves will be used. 

2.1.4. Any earmarked / ring-fenced funds can be identified within the budget. 

2.1.5. Budget monitoring is undertaken on a monthly basis, reviewed, and signed off 

by the head teacher. 

2.1.6. The current budget position is in line with the approved budget. The reasons 

for any variances are documented. 

2.1.7. Year-end forecasts of income and expenditure are made as part of the monthly 

budget monitoring process and remedial actions are agreed to address any 

year end budget variances.  

2.1.8. Budget holders (where budgets are delegated) are provided with regular 

updates regarding their expenditure and remaining available funding. 

2.1.9. Virements are authorised in line with the limits documented in the Scheme of 

Delegation. 

2.1.10. In addition to the budget position, the school monitors cash flow and bank 

balances are not overdrawn. 

2.2. Bank Reconciliations 

2.2.1. Bank reconciliations are undertaken between the data held on SIMS and the 

bank statement. 

2.2.2. Bank reconciliations are signed and dated by the officer conducting the 

reconciliation and a second officer (usually the School Business Manager or the 

Head Teacher). 

2.3. Unreconciled Items 

2.3.1. No long standing unreconciled items are listed (over six months). 

2.3.2. Unreconciled items listing reports should be produced as part of the bank 

reconciliation process and any remedial action to clear long standing items 

retained. 

2.4. School Financial Value Standards (SFVS) 

2.4.1. An SFVS return has been completed and the Governing Body review and 

approval of the return is documented.  The return should report on any key 

control weaknesses and should be submitted to the Local Authority by the 

required deadline (31 March 2013 for 2012/13 return, 31 March 2014 for the 

2013/14 return). 

 

  



3. Procurement 

3.1. Purchasing and Payments 

3.1.1. Orders are raised for all purchases where costs can be determined in advance 

and these are approved in line with the authorised financial limits in the 

scheme of delegation or financial policy. Any approval by Governors should be 

documented in meeting minutes. 

3.1.2. Purchase orders should be raised whenever the cost of goods and services can 

be determined in advance. The purpose of a purchase order is to: 

• Show approval to place the order prior to contacting the supplier 

• Commit the expenditure on the system for budget monitoring purposes 

• Clearly define the goods/services being purchased for future reference 

(for example when checking goods/services received) 

3.1.3. Exceptions to raising purchase orders would include: 

• Items where the cost can only be determined on receipt of the invoice 

such as utility payments, book fair invoices and phone bills 

• Contract payments where same amount is paid to the contractor on a 

regular basis (e.g. monthly payments for photocopier leases) 

• Emergency orders such as emergency repairs and supply staff to cover 

sickness 

• Instances where payment must be made in advance such as school trips 

and subscriptions 

• Staff expense claims and reimbursements 

1.1.1. Where it is not practical to obtain authorisation from the Governing Body (or 

committee) in advance due to timing of meetings, approval from the Chair of 

the Governing Body should be obtained and then retrospective approval 

obtained from the Governing Body. 

1.1.2. Deliveries of goods and services should be checked against the original order 

and invoice, and evidenced as such before the invoice is paid.  The officer 

checking the goods/services received should be independent of the person 

responsible for the administration of orders and payments where this is 

practical. 

1.1.3. The original invoice should be signed by the authoriser (in line with the 

Scheme of Delegation), and retained on file.  Where VAT is paid, a VAT invoice 

should be retained.  

1.1.4. Invoices should be paid within the payment term (usually 30 days) and where 

any queries or disputes are raised, the relevant invoice should be annotated to 

indicate the reason for withholding the payment and the status of the 

query/disputes. 

  



1.2. High Value Purchases and Contracts 

1.2.1. Quotes/tender requirements should be followed and evidence of this should be 

retained.   Where the cheapest quote is not selected, justification should be 

recorded. 

1.2.2. High value purchases / expenditure are approved by the Finance 

Committee/Governing Body and evidence of approval should be recorded in 

the relevant meeting minutes. 

1.2.3. Contracts are subject to the Governing Body or delegated Committee’s 

approval and evidence of the approval should be recorded in the relevant 

meeting minutes.  As part of the approval, the Governing Body (or Committee) 

must be satisfied that alternative options have been considered and that the 

selected option provides value for money. 

1.3. Payments to Self Employed Individuals 

1.3.1. Steps should be taken to verify the tax status of these individuals prior to 

making direct payments to them without deduction of tax.  This is normally 

through completion of a tax status questionnaire (available from HMRC 

website). 

  



1.4. Advance Payments 

1.4.1. Payments to suppliers should not be made in advance except for exceptional 

circumstances.  For example, a deposit or initial down payment may be 

required or payment may be required at point of sale before goods are 

delivered if goods are purchased online.  This gives the School some 

bargaining power if goods or services provided are not to the required 

standards and to protect the School from suppliers not providing the goods or 

services paid for. (Note, this may not apply to contracts with the Council as the 

risk is reduced). 

1.5. Governing Body Review of Summary of School Expenditure 

1.5.1. The Governing Body or Finance Committee should review a summary of school 

expenditure on an annual basis to gain assurance that controls relating to the 

approval of large value purchases and seeking quotes and tenders have been 

complied with. 

This summary report should be an extract from the School Finance System 

showing total expenditure incurred in the year for each supplier. 

  



2. Staff Expenses & Petty Cash 

2.1. Expenses 

2.1.1. The expense policy should be reviewed and approved by the Governing Body 

and should be subject to regular review.  As minimum, the policy should set 

out the types of allowable expenses, time limits for submitting claims, approval 

requirement, and the need to submit the relevant form and valid receipts. 

2.1.2. All claims should be: 

• Within the allowable expenses set out in the policy; 

• Submitted promptly within the time limits; 

• Be supported with a completed form (setting out the reason for the 

expense and signed by the claimant) and valid receipts; and 

• Be approved in line with the policy. 

2.1.3. The Governing Body or Finance Committee should review a summary of 

expense claim expenditure on an annual basis and evidence of this review 

should be recorded in the relevant meeting minutes. 

2.1.4. This summary should be a report from SIMS showing total expense claim 

expenditure per staff member (note: this information may be in the report 

produced for point 3.1.1) 

2.2. Petty Cash 

2.2.1. All claims should be: 

• Reasonable and relate to the School; 

• Submitted promptly; 

• Supported with a completed claim form (setting out the reason for the 

spend and signed by the claimant) and valid receipts;  

• Approved by an authorised officer who is independent of (and preferably 

more senior than) the claimant; and 

• Signed by the claimant to confirm receipt of the money.  

2.2.2. Petty cash reconciliations should be carried out regularly to confirm that the 

balance recorded on SIMS matches the cash held.  The reconciliation should be 

reviewed by an independent senior officer and evidence of the reconciliation.  

Both the officer completing the reconciliation and the officer reviewing should 

sign and date the reconciliation as evidence.  

2.2.3. The Governing Body or Finance Committee should review a summary of petty 

cash expenditure on an annual basis and evidence of this review should be 

recorded in the relevant meeting minutes. 

Where practical this report should show all petty cash transaction to allow the 

governing body to query large or ununusual expenditure items. 

 
  



3. Income 

3.1. Charging Policy 

3.1.1. A charging policy should be in place and this should be approved by the 

Governing Body.   

3.2. Income 

3.2.1. All income received by the School should be recorded at the point of receipt 

(through issuing receipts or maintaining cash collection records). 

3.2.2. At the end of each day, or as soon as is practical, the total income recorded 

(as per records in 5.2.1) should be compared against the actual cash received 

by someone independent of the cash collection process.  The reconciliation and 

should be evidenced in the form of sign off.  

3.2.3. When a paying in slip is prepared for banking, the total to be banked should be 

checked against the income collection records and this check should be 

evidenced. 

3.2.4. SIMS (or equivalent) should be updated promptly with the income to facilitate 

effective bank reconciliation process. SIMS (or equivalent) should never be 

updated on the basis of the bank statement as any discrepancies will not be 

identified.  Exceptions to this may be where income is received directly into 

the bank account which will require a journal entry. 

3.2.5. Any discrepancies identified in the steps indicated above should be followed up 

promptly. 

3.2.6. There should be adequate segregation of duties.  For example, one officer 

should not be responsible for collecting, recording, carrying out daily 

reconciliation, preparing paying in slips, and recording onto SIMS (or 

equivalent). 

3.2.7. If cash is handed over from one officer to another, the total amount handed 

over should be signed off by the both officers and evidence of the hand over 

should be retained. 

3.2.8. A clear audit trail should be maintained from income collection through to 

banking. 

3.3. School Meals 

3.3.1. A school meals register should be maintained (this could be maintained on 

SIMS) and the following information should be recorded: 

• Names of pupils; 

• Income received from pupils; 

• Indication of whether the pupil receives free school meals; and  

• Current arrears/credit balance.  

3.3.2. Cases of arrears should be followed up promptly and actions taken by the 

School should be recorded. 

3.3.3. With regards to the income collection process for the school meals, the 

controls indicated under Income should be followed. 

3.3.4. The school are able to demonstrate that those in receipt of Free School Meals 

are eligible either through local checks on supporting documents or notification 



from the Local Authority that the child is eligible. 

 

4. Payroll 

4.1. Payroll Provider 

4.1.1. Where the school does not have a payroll contract with the Local Authority, a 

contract with the payroll provider should include the following: 

• Service Specification; 

• Processing arrangements; 

• Responsibility for the production & submission of statutory returns, and 

compliance with pension requirements (opt out forms); 

• Production of payslips; 

• Authorisation arrangements for inclusion or removal from payroll; 

• Authorisation arrangements for other amendments to payroll; 

• Reporting arrangements and regularity of reporting; 

• Disaster recovery arrangements; 

• Data Protection & Security of payroll information; 

• Payment mechanism; and  

• Complaints procedure with escalation and termination rights.  

4.2. Payroll Reports 

4.2.1. Monthly payroll reports should be checked to confirm the accuracy and 

validity.  Regardless of who carries out the initial check/review, the Head 

Teacher should certify the payroll reports.  Electronic copies of payroll reports 

may be reviewed and retained but evidence of review (such as email 

confirmation) should be retained. 

4.3. Starters and Leavers 

4.3.1. For all new starters, the following documents should be retained: 

• Letter of appointment; 

• Signed Contract of Employment; 

• Evidence of qualifications (where relevant); 

• References; 

• Evidence of CRB / Disclosure and Barring Service (DBS) check 

• Authorised Starter Forms; 

• Evidence of right to work in the UK; and 

• Pay scale agrees to those approved for the school. 

 

 

4.3.2. All leavers should have notification made to the relevant payroll provider with 

sufficient notice to allow this to be processed prior to the leave date.  The 

notification should include details of any additions or deductions necessary 

with regards to final pay. 

4.4. Overtime Claims 

4.4.1. All overtime claims should: 



• Have a claim form completed and signed by the claimant; and 

• Be approved by an authorised officer and the claim form signed to 

evidence the approval.  

4.4.2. The Governing Body or Finance committee should receive an annual summary 

of overtime claims paid. This report should show the total hours of overtime 

claimed by each individual to allow the governing body to query large or 

unexpected levels of overtime. 

 
 

5. Headteachers’ Pay 

5.1. Leadership pay 

5.1.1. The School’s Group Range and Individual School Ranges (ISR) for Leadership 

pay, and any retention and recruitment incentives must be made in line with 

the relevant year’s School Teacher Pay and Conditions Document (STPCD).  In 

order to demonstrate this compliance, any discussions, advice provided, the 

rationale for pay increase and approval must be recorded in the relevant 

meeting minutes.  

 
  



6. Assets and Inventory 

6.1. Asset Inventory 

6.1.1. Record of asset (asset register/inventory) should be maintained and it should 

include the following details: 

• Date of acquisition 

• Serial number 

• Description of item 

• Location 

• Cost/estimated replacement value 

• On Loan/Disposed of. 

6.1.2. Records should be updated as and when assets are purchased or disposed of; 

6.1.3. An asset check should be carried out annually, by an officer independent of 

maintaining the register.  This check should be evidenced, and the outcome of 

the check should be reporting to the Governing Body.  Where any 

discrepancies are identified (for example if there are some assets on the 

record which cannot be physically located), these should be investigated 

promptly and also reported to the Governing Body. 

6.2. Building Maintenance Plan 

6.2.1. A building maintenance plan should be in place and this should outline the 

maintenance requirements of the school. 

6.3. Data Back Up 

6.3.1. Data held by the School should be backed up regularly. 

6.4. Security of School Site 

6.4.1. Access to the keys/access codes to the School’s premises should be restricted 

and only be given to the minimum number of staff. 

6.4.2. Access to the key to the School’s safe should be restricted and the key is 

either held securely or taken off site outside of school hours. 

6.4.3. Access to the building outside of school hours (e.g. for lettings) should be 

restricted to those areas required. 

 

 

7. Leasing 

7.1. Leasing 

7.1.1. Schools should not enter into any finance leases as these are considered to be 

borrowing.  Whilst schools may enter into operating leases, schools should not 

enter into any leasing arrangements without the approval of the Local 

Authority.  Evidence of approval must be retained.  

7.1.2. Where the School has any leasing agreements in place, any documents such 

as the leasing agreement, payment summary, balance statement, and any 

other correspondence should be retained.  



 

8. Unofficial Funds 

8.1. Unofficial Funds 

8.1.1. Where the School has an unofficial fund(s), separate income and expenditure 

records should be maintained and supporting documents such as invoices and 

receipts should be retained.   

8.1.2. Accounts should be reconciled regularly and signed off by the officer 

completing the reconciliation.  The reconciliation should be reviewed and 

signed off by the Head Teacher.  

8.1.3. The accounts should be audited annually and audit report should be presented 

to the Governing Body.  Audit report should be retained and evidence of the 

Governing Body receiving the audited accounts should be recorded in the 

relevant meeting minutes.  For funds with turnover in excess of £20,000, the 

audit must be undertaken by a registered auditor. 

8.1.4. Unofficial Funds should be self-sufficient and balances should not be 

transferred from the School’s main budge share to subsidise the fund. 

 


