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This document provides an at-a-glance introduction to schools finance for Head Teachers who are new to the post or the school. There are five sections:
· Section 1 – Managing the finances of your school

· Section 2 – Financial information

· Section 3 – Financial documents and policies

· Section 4 – Financial returns

· Section 5 – Checklist

Section 1 – Managing the finances of your school
This section lists key areas relating to schools finance and provides either a brief description or a reference to the relevant document where appropriate.
· Roles & responsibilities
· The roles of governors, the Head Teacher and Administrator with regard to financial management are described in the Financial Administration & Control Policy (sections 1.1, 1.3. & 1.4)
· Providers of financial support

· Details of support available from the LA can be found on the Schools Finance Extranet site under “New Year New Offer”.
· You need to decide on the arrangements for your school’s financial administration and supporting you in budget management, taking account of the knowledge and skills of your administrative/office staff and your own level of involvement. 

· Budget setting & monitoring
· A budget is a detailed financial plan, including all planned expenditure during a financial year that is used for monitoring of the financial position during the year.
· Schools are required to submit an annual budget plan to the LA by 1st May each year in a format approved by the LA.
· A table of the annual budget process is shown in Appendix A of Financial Admin & Control Policy.
· Deficit budgets
· Schools are able to set a deficit budget in certain circumstances which is detailed in the Fair Funding Scheme 4.4-4.9.
· If your school budget is a deficit or during the year your outturn projects an overspend you should advise the Schools Finance Support team immediately. 
· Surplus balance clawback
· Schools can retain any balances (or “carry forward”) up the limit defined in the Fair Funding Scheme 4.2.
· Each year every school with a balance greater than that allowed by the Scheme will be required to submit an “Intended Use of Surplus balances” form. The form will be reviewed by relevant officers of the LA and any use not in accordance with the scheme may be clawed back by the LA.
· Funding

· Schools receive notification of their annual budget share each February including Revenue Budget and Devolved Formula Capital (DFC).
· The amount of budget share is calculated using a local funding formula which incorporates factors such as pupil numbers, deprivation, special needs etc. All of these factors are based on the information recorded in the October School Census. There are no other in-year adjustments for pupil numbers, except for exclusions and any funding specific to individual pupils.
· Monitoring & intervention by the Local Authority

· The LA monitors schools financial position through the review of financial returns
· The LA may increase levels of financial monitoring where schools are reporting a projected deficit or subject to reorganisation proposals. If this is the case we will write to you to advise you of the details and to arrange a meeting with an LA officer if appropriate
· If the LA feels a school Governing Body are failing in their duty to effectively manage the school budget or adhere to the Scheme of delegation the LA may issue a Notice of Concern (Fair Funding Scheme 2.16). A Notice specifies the actions that the Governing Body need to take for it to be lifted.

· If the LA feels that it is necessary to protect the assets of the school in exceptional circumstances it may withdraw delegated powers from a Governing Body – this needs approval of the Secretary of State.
Section 2 – Financial information
This section provides a brief overview of several finance related topics and provides links to related guidance and tools.
· Audit
· Internal Audit are responsible for providing assurance to senior management of the council that different services within the council including schools have adequate controls in place and that these are operated effectively. Governors are responsible for ensuring any recommendations from Audit Reports are implemented.
· Internal and External Audit have the right to access any relevant documents held within the school (see Fair Funding Scheme 2.6).
· Schools financial transactions form part of the council’s Statement of Accounts. External Auditors review the city council’s accounts each year and can request evidence to support any items in the accounts, including records held in schools. Such requests are usually directed via the Schools Finance team and it is important that such requests are responded to within the timescale specified by the auditors.
· All School Fund accounts (and any other unofficial school accounts) should be independently audited annually (Fair Funding Scheme 2.8).
· Bank accounts 
· All Nottingham city schools currently operate their own bank account in accordance with the guidance in the Financial Administration & Control Policy. Further information is included in the Finance Manual. Schools should only select banks from the approved list.
· For the change of signatories form for Lloyds accounts go to the Finance Forms page on the Schools Finance Extranet – this should be submitted to Schools Finance Support and not to Lloyds.
· Benchmarking & Consistent Financial Reporting  (CFR)

· CFR means that all schools in England record expenditure and income using the same codes which allows meaningful comparisons.
· For guidance on CFR go to https://www.gov.uk/government/publications/consistent-financial-reporting-framework-cfr-2014-to-2015 and click on Consistent Financial Reporting.
· Benchmarking is the comparison of a group of similar schools and their financial and other performance. https://sfb.teachernet.gov.uk/login.aspx 
· Medium Term Financial Planning tool 
· The Medium Term Financial Planning (MTFP) tool (also known as the “Three Year Plan” uses pupil forecasts and information on current year budgeted expenditure to generate 3-year projections for funding and expenditure and a resultant predicted surplus/deficit for each year. Schools with a deficit budget are required to submit a 3-year plan by the end of the summer term. The tool can be downloaded from the Schools Finance Extranet under “Finance Forms”.

· Register of Business / Pecuniary interests
· All governors, head teachers and members of staff need to complete a Pecuniary Interest Form annually for insertion in the Register of Pecuniary Interest (Fair Funding Scheme 2.9), the form can be found from the Schools Finance Extranet under “Finance Forms”.
· Schools’ Forum
· Schools Forum is a representative body of governors and head teachers that amongst other things agrees changes to the school funding formula and allocation of headroom to strategic priorities. www.nottinghamcity.gov.uk/nottinghamschools/index.aspx?articleid=6322
· School Loans Scheme
· There is a local loans scheme that schools can borrow from (see section 4.10 Fair Funding Scheme).
· Schools cannot enter into loans with external bodies without permission of the Secretary of State.
· School reorganisation (closing/new/amalgamating schools)

· Schools subject to reorganisation will be issued with specific guidance explaining the financial procedures that need to be followed.
· Where a school needs to make redundancies guidance should be sought from HR on how to comply with the relevant legislation and deadlines.
· Taxation
· Guidance is contained in the Schools Taxation manual which can be downloaded from the Guidance & Policies section of the Schools Finance Extranet.
· Value for Money (VfM) & Procurement

· The Governing Body are responsible for ensuring that school funds are spent in accordance with the principles of best value (Fair Funding Scheme 2.4).
· A Best Value Statement should be completed annually by the GB.
Section 3 – Financial documents & policies

All documents listed below are available from the Schools Finance Extranet.
· Fair Funding Scheme 
· Defines the financial relationship between the authority and maintained schools in the city. Schemes cover items such as banking, accounting, deficits, claw back and audit arrangements
· DCSF guidance describes what is to be included in Schemes; amendments to Schemes must be approved by Schools’ Forum
· Financial Administration & Control Policy
· The policy outlines the respective responsibilities of the Governing Body, Headteacher and Staff in relation to financial administration
· The Policy also provides a standardised approach to all finance related tasks within the school, which is consistent with the Financial Regulations of Nottingham City Council
· The Governing Body should adopt the Policy on an annual basis
· Financial Regulations
· The City Council’s Financial Regulations apply to schools, unless the Fair Funding Scheme differs – in which case this applies
· This document lays down the detailed financial regulations and procedures that schools must follow in order to demonstrate accountability for the funds delegated to them
· Finance Manual
· The manual of Financial Guidance provides a point of reference to assist schools in the management and administration of their delegated financial responsibilities
· The Manual details financial policies and practices that are approved and recommended by the Local Authority and take account of all corporate and legislative requirements.
Section 4 – Financial returns

The deadlines for submitting financial returns are as follows:
Summary of financial returns required by LA from Nottingham city schools
	Monthly returns
	Deadline
	Source

	VAT file
	due the 1st working day of the following month submitted by email
	Fair Funding Scheme paragraph 2.1.2.1

	VAT submittal 
	due the 1st working day of the following month submitted by fax
	Fair Funding Scheme paragraph 2.1.2.1

	REC1
	due by 10th of the following month by email
	Fair Funding Scheme paragraph 2.1.2.1

	Outturns
	as per published accounting timetable 
	Fair Funding Scheme paragraph 2.1.2.2

	Annual returns
	Deadline
	Source

	Budget Plans
	due 1st May each year by email
	Fair Funding Scheme paragraph  2.3.1

	School Fund Audit  certificate
	as per year end guidance notes and closedown timetable published by LA each March
	Year end guidance notes and Fair Funding Scheme paragraph 2.1.5

	Year end returns
	
	

	Intended use of surplus balances form
	Due mid-June each year (if required)
	

	Medium Term Financial Plan
	31st July for deficit schools
	

	Cashflow statement
	When schools request ad hoc cash advances form the LA, a cash flow statement and supporting information to justify the advance by the 20th of the preceding month.
	

	Oracle Amendment Form
	Required when schools want to correct coding errors.
	

	Virement Form
	Required when schools want to move between pay and non-pay budgets.
	


· Accounting Timetable: This is available to download from the Schools Finance Extranet under “Submission and closedown timetable”. www.nottinghamcity.gov.uk/nottinghamschools/finance
· Finance Forms: All of the forms above (and others) can be found by visiting the Finance Forms section of the Schools Finance Extranet. www.nottinghamcity.gov.uk/nottinghamschools/finance
· Year end: It is essential that schools fully adhere to the closedown procedures so that the year-end carry forward balances reported on your Governors’ Statement presents a true and fair view of your school’s financial position.
Section 5 – Checklist
· Have I seen/signed the Handover Certificate from the outgoing Head Teacher? www.nottinghamcity.gov.uk/nottinghamschools/CHttpHandler.ashx?id=11344&p=0
· Changed the signatories on all bank accounts and sent in updated BANK1 forms to the LA 
· If my school is in deficit have I:
· prepared a Deficit Recovery Plan (using the MTFP and action plan)
· Ensure my Governors are aware of the financial position and of the actions needed to address it
· had a meeting with Schools Finance Support to discuss
· Have I checked if my school has an excess surplus and if so have I reviewed the Intended Use of Surplus balances form completed by my predecessor?

· Reviewed the financial administration & management arrangements within my school to ensure these are adequate
· Checked  my school has an up to date asset register and register of pecuniary interests

· Ensure administrative staff in school submit all financial returns accurately and on time to the LA
· Ensured that GB and F&GPC meetings are held at least termly, are quorate and properly minuted; (F&GPC agenda templates are available)
· I have reviewed the Budget Plan, latest outturn and three year plan; are these based on reasonable assumptions
· Have I reviewed the services I have purchased from the LA (traded services) to ensure these are the correct level for the school
· Am I confident that all staff within the school are familiar with their responsibilities regarding financial matters, aware of relevant policies and understand the importance of complying with them
For general queries including financial advice and booking visits ring Schools Finance Support on 0115 8765053. For funding queries contact the School Funding team on 0115 8763729.
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