
TELFORD & WREKIN COUNCIL
SCHOOL AUDIT ARRANGEMENTS 
Sound financial management and controls are essential for Schools because they provide an effective framework for financial planning and accountability, and safeguard the use of public funds. Although the primary responsibility of the school is to provide the best education possible for its pupils, control over a delegated budget brings with it important financial stewardship responsibilities.  

Overall responsibility for Financial Administration within schools
The overall responsibility for the proper administration of the financial affairs of schools is defined by Section 151 of the Local Government Act 1972. It requires that the Section 151 Officer (the Council’s Corporate Director) has a duty to maintain an adequate and effective system of internal audit of the local authority’s accounting records, and of its systems of internal control in accordance with proper internal audit practices.

In the case of schools the proper administration of their financial affairs is exercised through:

· A scheme for financing schools designed by the Local Education Authority and approved by the Secretary of State in accordance with section 48 of the School Standards and Framework Act 1998 (1998 Act) and specifying certain internal control and information requirements that take account of the s151 officers requirements

· Other locally determined monitoring arrangements required by the s151 officer

· T&W Internal Audit section audits schools on a risk based approach but this incorporates a review of the internal control needs of the s151 officer.

· Section 51 of the 1998 Act emphasises the ultimate responsibility of the LA for the control of delegated funds. It allows a LA to suspend the right of a school to a delegated budget if the school substantially or persistently breaches the scheme for financing schools.
· Schools are also subject to external audit from the appointed external auditors to the LA and from the auditors of schools’ private funds where they exist.

Day to Day Control within Schools

The effective day to day management of the school budget is delegated to the Governing Bodies and through them to the Head teacher.  

	


Revised Audit Programme & Report
We have reviewed our working papers and audit reports in line with the requirements of the accountability framework and also in accordance with best practice.
Schools will be subject to internal audit review generally once every 3 to 4 years but this could decrease or increase based on the risks identified by the school, management, Finance or Internal Audit.

Internal Audit, under direction from the s151 officer have developed a strategic audit approach that covers all the areas listed below and will assess the internal controls in place to ascertain if:
	· Governance arrangements are adequately designed and operated.

	· Financial planning, budget setting and monitoring controls are adequate  

	· Non-LA funds donated to the school or raised by it/for it were adequately controlled.

	· Personnel controls over the appointment, the payment of salaries, wages and other staff payments were adequate.

	· Controls over the ordering of goods and services, the payment of invoices and the recording of expenditure are adequate and purchase orders and payments are made in accordance with financial regulations and standing orders, including use of the GPC

	· Controls over the receipt, recording, secure storage and banking of income is adequate.

	· Controls over the recording, use and security of assets are adequate.

	· Controls over the use and security of ICT and the data stored on it are adequate.

	· Controls over bank accounts operated by the school are adequate, including imprests.
Schools will be contacted before the audit is due and arrangements made for the visit.  A copy of the documents that will be required for the audit are attached as Annex 1 and a copy of the revised programme is attached as Annex 2.


Once the audit is completed a meeting will be held with the Headteacher and the School Business Manager /Office Manager to discuss the audit findings. This is often at the end of the site visit.  A draft report is then prepared and sent to the Head teacher to ascertain the accuracy of the audit findings and agree the recommendations to be included and the action to be taken. 
Where internal control weaknesses are identified during the audit, recommendations are made for improvements. These are categorised to identify compliance with Financial Regulations, Legal Requirements, Policies and Procedures or to demonstrate Best Practice. In addition they are risk rated – high, medium and low to assist you in prioritising their implementation.
Recommendations on how satisfactory control can be achieved cost effectively are made and agreed with the Head teacher before the final report is issued to the Head teacher and Chair of the Governing Body copied to the AD Education & Corporate Parenting. Information on school audits is provided 3 times a year to the Council’s Audit Committee.
A follow up will be undertaken, for reports graded Reasonable (Yellow)  this will usually be after 6 months, for reports graded Limited (Amber) or Poor (Red) the follow up will be after 3 months unless agreed otherwise when the final report is  agreed.  There will be no follow up undertaken for reports graded Good (Green).











ANNEX 1
Documents required for the audit
It would be appreciated if you could have the items listed below ready for the audit

1.  Governance arrangements, financial planning, budget setting and monitoring controls are adequately designed and operated. 

· Minutes of Finance and full governing body minutes

· Terms of Reference for each Governors committee *

· Staff Handbook & Finance procedures
· School Policies as detailed on the School Policy Self-Assessment  and Governance Questionnaire (issued by audit prior to the assessment)

·  Budget working papers & evidence of monitoring

·  Details of any delegated budget holders and any reports produced for them

 * These documents are checked for compliance with legislation
2. 
Personnel controls over the appointment/departure of staff, the payment of salaries, wages and other staff payments are adequate
· Personnel & Recruitment self-assessment questionnaire (issued by audit prior to the assessment)
· Monthly absence returns

· Absence records

· Supply cover records

· Monthly claims
3. 
Controls over the ordering of goods and services, the payment of invoices and the recording of expenditure are adequate.  Purchase orders and payments are made in accordance with Financial Regulations

· Copies of quotation information
· Leasing agreements / contracts where applicable
· Governor minutes confirming approval of quotes / lease agreements where total cost is over the Head Teachers delegated limit
· Evidence that IR35 checks have been carried out where necessary.
4.  Controls over the use of the Government Procurement Card for purchase of goods and services, and the recording of expenditure are adequate. 
· GPC supporting documentation 
5.
Controls over bank accounts operated by the school (if applicable) are adequate including imprests
· Up to date Imprest Account bank statements.
· Imprest Account cheque book.
· Any receipts that have not yet been claimed via a reimbursement.
· Cash in hand.
· The imprest transaction logs (claims).
6.
Controls over the receipt, recording, secure storage and banking of income is adequate 
· Official receipt books.

· Post Office Paying in books, and copies of notifications to Cash Management

· Any other income records detailing monies taken, (i.e. Breakfast or after school clubs)

· Cash and cheques awaiting banking.

· Scale of charges for lettings
· Governor minutes confirming review of scale of charges
· Lettings diary.

· Booking forms / hire agreements

· Invoices for lettings.

· Lease / hire agreements  (if applicable) for before & after school clubs (external provider)
7.
Non-LA funds donated to the school or raised by it/for it are adequately controlled 
· Copy of authorised signatories to the School Fund Account
· Up to date bank account statements.
· Records that support income collection
· The school fund cheque book.
· The school fund ledger.
· The private funds receipt book.
· Invoices for items purchased through the school fund.
· Petty cash records and cash in hand.
· Most recent audited accounts.
· Governor minutes confirming appointment of auditor

· Completed school fund self-assessment questionnaire (issued by audit prior to the assessment)
8.
Controls over the recording, use and security of assets (including data and information assets) are adequate
· A copy of the school’s Inventory.

· Data Protection Registration 

· Policy showing access to personal data

9.
Controls over the use and security of Information Communication Technology (ICT) and the data stored on it are adequate
· ICT inventory (if separate from normal inventory)

· Software Inventory for any software held at school not at Local Authority

· Completed ICT questionnaire (Issued by audit prior to the assessment)
10.
Controls exist to manage Health & Safety
· Completed annual Health & Safety audit checklist & date of any follow up visits undertaken by the Health & Safety team

· Fire Alarm test records

· Fire Evacuation records
· School policy for holding and administering medication to pupils
ANNEX 2
School Audit Programme
Control Objective 1: Governance arrangements, financial planning, budget setting and monitoring controls are adequately designed and operated. 

· The school has all the necessary statutory policies and procedure guidelines it needs to operate in accordance with legislation and financial regulations

· The roles & responsibilities of the Governing Body, its committees, the Head Teacher and other staff in relation to financial decision-making should be set out in writing

· The Governing Body complies with the legal requirements for school governance

· A budget plan is prepared at the start of the financial year to allow consideration and formal approval by the Governing body

· Budget monitoring is carried out on a periodic basis
· Financial procedures are shown in the staff handbook and available to all staff.  This should  include:  
	· Ordering & Payment of invoices
	· Budget Monitoring
	· Collection & banking of money

	· Imprest account
	· Use of GPC
	· Claiming additional hours

	· Breakfast Club
	· School Fund
	· After School Clubs


Control Objective 2: Personnel controls over the appointment/departure of staff, the payment of salaries, wages and other staff payments are adequate
· There is an up to date establishment list received by the School and reviewed on a regular basis 

· Personal data is kept secure with access restricted.
· Sickness is administered in accordance with payroll & personnel procedures.

· There are set procedures for the use of supply teachers & additional hours payments are checked for correctness & authorisation.
Control Objective 3: Controls over the ordering of goods and services, the payment of invoices and the recording of expenditure are adequate & Purchase orders and payments are made in accordance with Financial Regulations
· Procedures are in place to ensure VFM is obtained on all purchases by the school.
· Access to the purchase order system is restricted to authorised users, to ensure segregation of duties.

· Outstanding purchase orders are regularly reviewed
· Supplier invoices are processed (including authorisation) on a timely basis  
· The school have evidence that IR35 checks have been carried out where necessary.
Control Objective 4: Controls over the use of the Government Procurement Card for purchase of goods and services, and the recording of expenditure are adequate
· The governors and staff have evidence that there is effective control over use of the Government Procurement Card (GPC)

Control Objective 5: Controls over bank accounts operated by the school are adequate including imprests
· The imprest account is properly administered, in accordance with Financial Regulations.
· Procedures for petty cash are complied with and purchases do not exceed a reasonable    amount.
Control Objective 6: Controls over the receipt, recording, secure storage and banking of income is adequate.
· Official receipts are issued for all income received by the school (excludes school fund income) and are completed and administered in accordance with Financial Regulations

· Bankings are performed on a regular basis to minimise the amount of cash held on the premises.

· Security of cash and segregation of duties exist within the cash collection and banking process 
(N.B. Where separation of duties is not possible due to limited staff resources compensating internal controls & checks should exist (e.g. increased supervision, random checks) 
· Lettings are administered in accordance with set procedures & approved scales of charge which are reviewed on a regular basis.

· The school maintains a diary or other suitable record of lettings which have taken place & amounts due (including breakfast club and after school club)

· Booking forms are completed by all hirers and are cross referenced to ensure that all income due is collected.

· Sundry debtor’s invoices are issued to hirers where applicable.

Control Objective 7: Non-LEA funds donated to the school or raised by it/for it are adequately controlled
· School Funds are administered in accordance with set procedures and kept separate from the authority’s funds.

Control Objective 8: Controls over the recording, use and security of assets, including the security of information held are adequate.
· An inventory is maintained in accordance with Financial Regulations and procedure notes.

Control Objective 9: Controls over the use and security of ICT and the data stored on it are adequate
· Controls over the use and security of ICT and the data stored on it are adequate
Control Objective 10: Controls exist to manage Health & Safety 
· Health & Safety – The school have completed and returned their annual Audit Safety Checklist.

· The school check fire alarm systems are operating effectively and regularly test its evacuations procedure, including staff or pupils with disabilities.
· Procedures are in place to ensure staff,  pupils and parents are aware of the schools process for  administration of medication
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