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Introduction

The governing bodies of Tower Hamlets schools with full delegated powers
under the local management scheme are responsible for ensuring that
regulations as set out in the Tower Hamlets’ Scheme for Financing Schools
and in the School Financial Procedures Manual are adhered to.

In practice many of the governing bodies’ responsibilities will need to be
delegated to a committee of the governing body and/or to the Headteacher.
To ensure that sound financial control is maintained it is essential that the
extent of delegation be clearly specified in writing.

Although decisions may be delegated, the governing body as a whole
remains responsible for any decision made under delegation.

The reference’s made in this guide, relate to the Schools Financial Manual
and The Scheme for Financing in Schools , once adjusted to an individual
school’s circumstances, should constitute the statement of the School’s
Financial Regulations, inclusive of the school’s scheme for the Delegation of
the Governing Body’s Financial Power and Duties to Others.

The document includes an adaptation of Chapter 1 of the School Financial
Procedures Manual, which should serve as an example of how the contents
of the Manual can be used to formulate individual schools’ financial
procedures. The other chapters of the Manual should be dealt with in a
similar way in order to ensure that all of the financial procedures have been
considered and adopted by the individual school’s Governing Bodies.

It is mandatory that individual schools’ financial procedures should be in
compliance with:

* The Tower Hamlets Scheme for Financing Schools

= The School Financial Procedures Manual

*= The Schools Financial Value Standards (SVFS) replaced FMSiS.
= The Schools Standards and Framework Act 1998
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Stewart Headlam Primary School
School Financial Procedures

1. ROLES AND GOVERNANCE (based on Chapter 1 of the School Financial
Procedures Manual, s1.4 LBTH Finance Scheme)

At each stage of producing the Stewart Headlam Primary School's School
Financial Procedures Manual the Governors and the Headteacher are fully aware
of Business Ethics and in particular of the Local Code of Conduct (7 Nolan
Committee principles). In order to ensure that Governors and the school’s staff are
impartial and seen to act impartially, the following members of staff have been
nominated to be responsible for overseeing this ethical issue:

Cathy Gillespie — Head Teacher
Carol Brown - School Business Manager

Conflict of Interests (Finance Manual3.1)

The Governing Body of Stewart Headlam School has undertaken the responsibility
to avoid any conflict between their business and/or personal interests and affairs
and interests of the school. The Register of Business Interest has been considered
by the Governing Body and all members of staff.

Register of Business Interests (s2.9 Finance Scheme and 3.1Finance Manual)

The Governing Body of Stewart Headlam School has established a register which,
for each member of the Governing Body, the Headteacher and members of staff
with significant financial responsibility, lists any business interests or personal
interests they or any member of their immediate family have (A Governor who has
no business interest or personal interest to declare should still make an entry
under their name in the register recording the interests as “none”.)

The following members of staff will be responsible for ensuring that the Register of
Business Interest is being used and updated regularly:

Cathy Gillespie — Head Teacher
Carol Brown — School Business Manager

Goods and Services for Private Use (see s3 and 13 Finance Manual)

The school will avoid practices such as obtaining goods and services that may
include an element of private use for Governors or staff.

Gifts and Hospitality

The Stewart Headlam School has established a register in which offers of gifts and
hospitalities or other favours will be recorded. This register will be reviewed by the
Headteacher and the Chair of Governors regularly, i.e. monthly.
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Gifts and hospitalities will be declared when they are financial in nature and
exceed a minimum threshold of £50.00 or the giver is seeking a commercial
decision from the School. Examples of inappropriate gifts and hospitalities have
been passed on to all members of the school as per the Lambeth Issued Schools
Financial Regulations.

The person responsible for maintaining the Gifts and hospitalities register is:

Carol Brown School Business Manager

Governors’ Allowances (expenses) (s11.3 finance Scheme and 3.8 schools
Finance manual)

The school has agreed on the following Governors' allowances (expenses):

1. Governors will be able to claim allowances providing the allowances
are incurred in carrying out their duties as a Governor or representative
of Stewart Headlam Primary School, and are agreed by the Chair of
Governors that they are justified before any reimbursable costs are
incurred.

2. Governors will be able to claim for the following, on a case-by-case
basis and with prior approval of the Governing Body:

e Childcare or baby-sitting allowances (excluding payments to a
current/former spouse of partner);
e Cost of care arrangements for an elderly or dependent relative
(excluding payments to a current / former spouse or partner);
e The extra costs they incur in performing their duties because they have
special needs or because English is not their first language;
e Cost of travel to meetings and training, other than termly governors’
and committee meetings held at the school;
o Travel and subsistence costs, payable at the current rates specified by
the Secretary of State for the Environment, Transport and Regions,
associated with attending national meetings or training. These costs
can be claimed from the LEA or any other source;
o Telephone charges relating to school business and governance,
photocopying, stationery, postage etc.
[ ]
The Governing Body at Stewart Headlam Primary School acknowledges
that: .

e Governors may not be paid attendance allowance;

e Governors may not be reimbursed for loss of earnings;

Governors wishing to make claims under these arrangements, once prior
approval has been sought, should complete a claims form (obtainable from
the school Office), attaching receipts where possible, and return it to the
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School within two weeks of the date when the allowances were incurred,
when they will be submitted for approval by the Chair of Finance to be
presented to the Finance Committee (which meets at least once per term) for
final approval.

ORGANISATIONAL STRUCTURE OF STEWART HEADLAM PRIMARY
SCHOOL (s5 appendix 1 Finance Manual)

An important aspect of financial control is to have a clearly defined organisational
structure firmly in place. With this structure in place, there should be well-identified
lines of reporting for all operations that should be known by all staff.

The chart below shows the organisational structure of Stewart Headlam Primary
School, with the arrows representing the lines of communication:

Copies of all staff job descriptions have been kept by Stewart Headlam Primary
School and reviewed on regular basis as and when the organisation structure of
Stewart Headlam Primary School gets reviewed.
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