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in Schools 2005/2006

	Module 1. Budget Management


	The purpose of this questionnaire is to enable schools to assess for themselves whether they have controls in place to ensure that:

Staff are aware of their financial responsibilities; they have good quality financial information;  their current and future

 budgetary position is known; there is early warning of problems and remedial action when necessary.


	Name of school and any attached unit
	


	Name of Headteacher
	


	Names of any other staff involved in financial work

i.e. secretary/finance assistant/bursar
	


	Current school formula budget
	
	Current budget for any attached unit
	


	Rollover from previous financial year
	
	Current Standards Fund allocation
	


PLEASE RETURN FORMS BY 24th FEBRUARY 2006 TO EDUCATION FINANCE AT THE CIVIC CENTRE 

The School’s Own Assessment

After completing this Control Self Assessment form please give your opinion of financial control using the definitions shown below.

	Financial Control
	The school’s overall opinion 



	Budget Management


	


Definitions of Opinions

Good


Controls are in place to ensure the achievement of service objectives, good financial management and to protect the School/ Authority against loss.  Compliance with the control process is considered to be good and no significant or material errors or omissions were found.

Satisfactory
Key controls exist to enable the achievement of service objectives and obtain good financial management.  However, occasional instances of failure to comply with the control process were identified and opportunities to strengthen the control system still exist.

Adequate
Controls are in place and to varying degrees are complied with but there are gaps in the control process that weaken the system and losses could occur.  There is, therefore, a need to introduce additional controls and improve compliance with existing controls, to reduce the risk of loss to the School/Authority.

Unsatisfactory
Controls are considered to be insufficient with the absence of at least one critical control mechanism.  There is also a need to improve compliance with existing controls and errors and omissions have been detected.  Failure to improve controls could lead to a decline in financial integrity and lead to an increased risk of major loss or embarrassment to the School/Authority. 

	Action Plan summarising the needs identified in the Self Assessment




	Action

No


	Question

Number
	Proposed Action
	Person Responsible
	Date/Target

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	Question


	Yes/No or N/a
	Supporting Information
	Consider whether you need to do anything extra or different and if so explain below
	Have you entered it on your action plan?

	1
	Does the school have any finance guidance manuals?


	
	Say what and where kept. 
	
	

	2
	Who is familiar with the contents?


	
	List staff.


	
	

	3
	Is there a School Improvement Plan containing costed proposals, which are linked to the budget plan?


	
	Say where kept and time period it covers.
	
	

	4
	Did the last budget preparation process incorporate consideration of future influences on income and expenditure, such as demographic change, and any balance rolled forward from the previous year?


	
	Give examples where applicable.
	
	

	5
	Was the budget formally ratified by the Governing Body, and appropriately minuted?


	
	Say when minuted, who signed and where this is filed.
	
	

	6
	Was the budget input form submitted to the Education & Leisure Finance Section by the due date and appropriately signed?


	
	Say when sent and who signed.
	
	

	7
	Have working papers been retained which show how the budget estimates were arrived at?


	
	Say what form these take, who compiled them, and where kept.
	
	

	8
	Is the day to day budgetary position checked before orders are approved?


	
	State process.
	
	

	9
	Does the school record committed expenditure, e.g. purchase orders, supply teaching costs and staff training courses etc?


	
	State process, identifying any computer system used.
	
	

	10
	Has the Governing Body established a policy for virements together with clear reporting lines?


	
	State the virement policy, where it is recorded and the method by which they are reported.
	
	

	11
	Are FMS reports checked and reconciled to the school’s financial records?


	
	Say who does the check, how frequently and
what evidence shows this check has been completed.
	
	

	12
	Is there a procedure for investigating and resolving discrepancies between FMS reports and local records?


	
	Describe.
	
	

	13
	Is detailed monitoring of the state of the budget carried out at appropriate intervals?


	
	Say by whom, which processes are used and when carried out
	
	

	14
	Are the forecasts entered on budget monitoring returns calculated by reference to FMS, known commitments and expected future expenditure/income? 


	
	If yes, say who is responsible for calculations and whether the reason for forecast variances is explained.

If forecasts are calculated by a different method, please describe. 


	
	

	15
	Are the forecast calculations recorded, checked by a second person and retained?


	
	Say by whom and where kept.
	
	

	16
	Are budget monitoring returns copied to the Governors/ Finance Committee together with written summaries of the school’s financial position and the latest FMS report?


	
	Say what information is given and how frequently.
	
	

	17
	Has the attention of the Governors been drawn to significant variations from the Budget, if applicable?


	
	If applicable, please state the date this last occurred and whether this is recorded in meeting minutes.
	
	

	18
	Were debtors and creditors raised at the last year-end for all outstanding items, and entered into local records?


	
	If no say why not.
	
	

	19
	Was last year’s final forecast close to the school’s eventual outturn for that year?


	
	State the difference.

Final Forecast Figure on the last budget monitoring return 04/05

LEA Final Outturn Figure

Difference? 


	
	

	20
	If the difference was significant, were the causes identified?


	
	If no say why not.
	
	

	21
	Has appropriate action been taken if any of those causes have an impact on the current and/or future years?


	
	Describe.
	
	

	24
	Which of the following is aware of the requirements of the “Medway Scheme for Financing Schools” regarding carrying forward surpluses and incurring deficits?

· Governing Body

· Finance Committee

· Headteacher

· Bursar/Finance Officer


	
	Say who.
	
	


Reminder note to the Headteacher:

Please remember to give your opinion of financial control at the beginning of the form, once this Control Self Assessment form has been completed.




Chairman of 


Governor’s Signature………………………………..





                                                     Date………………





Headteacher’s Signature……………………………..





			          Date………………																			













