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Welcome to edition 46 of The Auditor. 

 
This edition highlights the importance of compliance and 
good procedures to help protect yourselves, your pupils 
and your school assets. There are articles on receiving 
and giving gifts and hospitality, managing school         
balances, internet monitoring, the provision of Governor 

details, and fraud alerts. It can, at times, seem easier to cut corners to speed up  
decisions or get things done, and in the vast majority of cases these actions are 
done for the right reasons however such actions can leave individuals open to    
suspicion, and provide opportunities for malpractice. Controls are there for a reason  
to protect individuals and assets, they are not there to create                                 
inconvenience.   Please remember that if fraud occurs, or systems are not complied 
with, and the controls in place are not followed it is often difficult to identify the     
perpetrator and so suspicion falls on everyone. Please protect yourself and make 
sure those working with you protect themselves. 
 
That said it is important that controls are appropriate to the risks involved. Controls 
should not be there for the sake of controls so do review your systems, do assess 
whether the controls in place are all required, and do speak to one of my schools 
team if you need advice and guidance. We should all work together to ensure      
proportionate controls are in place to allow schools to work effectively whilst staff, 
pupils and assets are protected. 
 
Enjoy The Auditor and please get in touch if you have any comments or              
suggestions. 
 

 
Don  

 

   
 ***********************                      
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We visited 34 schools  in the Autumn term and will be visiting a further 37 during the 

Spring. A total of 69 schools were visited during the 2015/16 academic year. It is  

intended that all  maintained schools and nurseries will receive an audit. 

 

As outlined in our last edition (45) and our briefing on the schools notice board  

(10 November), the audits have been refined in line with changing priorities and  

structures within the Directorate for People. The amended work programme was 

launched in November and has a reduced focus on governance, with more         

emphasis placed on financial systems and controls. We will continue to review     

aspects of attendance and safeguarding.   

 

The audit visit still includes a three-day site visit along with Governor and Senior 

leadership surveys that require completion prior to the visit.  We also hold a meeting 

with the Chair of Governors/Chair of Finance Committee that should take no longer 

than an hour.  

 

The control areas included in our visit are; 

 The Governing Body and Senior Leadership have confidence in the way the     

school is run; 

 Financial Governance; 

 Budget planning and management; 

 Purchasing processes; 

 Financial Delegation framework; 

 Aspects of attendance; and 

 Aspects of Safeguarding. 
  

We aim to give all schools 3 weeks prior notice of our audit visit, including details of  

any changes to the work programme. (unfortunately this is sometimes not possible 

as last minute adjustments may have to be made to the visit schedule.  Whist we 

appreciate the difficulties this may cause it would be really helpful if you work with 

us when this happens). 

 
Help needed from Schools……… 
Once a school is selected for an audit we send emails to the Head Teacher and 
Chair of Governor informing them of the audit and attaching the surveys and a list of 
documents we will require for the audit.  The list of documents identifies those     
document where copies are needed for our file and it would be useful if these could 
be prepared in advance of the visit in a file for the auditor or sent to the team via 
email.  This will ensure that we are able to carry out the process in an efficient    
manner with minimal disruption. 
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The new areas that to be reviewed are summarised as follows; 
 
Financial Governance 
 The Governing Body and Senior Leadership have confidence in their ability to 

manage the schools finances and are able to confirm the current financial   
position. 

 
 There should be sufficient financial challenge by the Governing Body           

regarding the expenditure and the management of the schools finances. 
 
 The Governing Body should have the skills and financial acumen to provide       

sufficient challenge. 
 
Financial Control 
 Mitigation plans are developed to address predicted deficits including notifying 

the Local Authority Schools Financial Services Team. 
 
 The school has a gifts and hospitality policy, along with supporting gift and  

hospitality register, which is presented to Governors on a termly basis. 
 
 Schools that do not buy in Schools Financial Services have provided         

compliance returns to the Local Authority in January and September each 
year. 

 
 Advice has been sought from Schools HR of any proposed staffing re-

structure and approval from the Local Authority is provided prior to the re-
structure going ahead. 

 
 There are effective systems and control in place with regard to the purchase 

order process. 
 
Attendance 
 There is oversight of the use of alternative provision to ensure quality and  

support for pupils and compliance with attendance legislation. 
 
Safeguarding 
 New governors have had DBS clearance within 5 weeks of appointment.    

Visitors (professionals) accessing the school 3 times in 30 days are recorded 
on the school single central register. 

 

We hope that the audits continue to be a valuable experience for schools and 

provide support as they face the new challenges ahead. If you have any    

queries or concerns please do not hesitate to contact me, Karen Smith, via  

telephone, 0121 675 0249, or email, Karen.P.Smith@birmingham.gov.uk.  

 

mailto:Karen.P.Smith@birmingham.gov.uk
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One of the new areas of review in our audits is Gifts and Hospitality.  The principles 
of integrity and accountability have never been of higher profile so it is important that 
we get this right. Gifts and Hospitality should be managed in accordance with the 
Schools Financial Procedures Manual. Through our audits, we will check that; 
 
 A Gift and Hospitality policy is in place and has been approved by the          

Governing Body. 
 A gift and hospitality policy register is maintained and has been presented to 

Governors on a termly basis. 
 Gift and hospitality received within the school are appropriate. 

 

Gift and Hospitality Policy 
A Gift and Hospitality policy should be developed and approved by the Governing 
Body.  The policy should encompass the guidance provided in the Financial          
Procedures Manual and provide clear guidance on school employee responsibilities 
and actions required. 
 

The register  
A register of all gifts and hospitality received should be maintained and this should 
be reported to the Governing Body on a termly basis. A template for the register is 
provided in the Schools Financial Procedures Manual. 
 

Gifts and Hospitality Provided by the School 
The Schools Financial Procedures Manual provides detailed guidance on the extent 
of gifts and hospitality that are permitted.  The key areas to remember are that      
official or unofficial funds must not be used for; 
 

 Buying gifts for school staff or other people who may assist the school in a   
voluntary capacity. 

 Providing hospitality or meals for staff. (The only exemption to this is where a 
member of staff is undertaking lunch time supervision duties). 

 The purchase of alcohol.    
 
 
 
 



 

 

The Auditor I

Gifts and Hospitality Continued…. 

5 

 
Gifts and Hospitality Received by the School 
School staff should consider if the acceptance of any gift and/or hospitality could be 
regarded by a third party as compromising or likely to compromise their impartiality 
or integrity. If in doubt, the offer should be declined with an explanation that there 
are high corporate and ethical standards to be maintained. 
 
 The key areas are; 
 
 ‘Trivial Gifts’ are permitted, they do not need to go onto the gift and hospitality 

register and do not need prior approval for acceptance.  These will include a 
modest gift (seasonal gifts such as a small box of chocolates, bottle of wine 
etc. or promotional gifts such as diary or key ring). 

 
 Where any gift and/or hospitality are offered by a person or organisation    

seeking to do business with the school it is necessary to exercise extreme  
caution. The expectation is that as a minimum the individual should consult  
either the Head Teacher or in the case of the offer being made to the Head 
Teacher, the Chair of Governors. 

 
  It is not acceptable to receive hospitality in the form of holidays or weekends 

away, tickets to theatres or other entertainment events or the use of company 
flats, hotel suites or hospitality boxes at sporting and other events. 

 
If any gifts and/or hospitality are accepted they must be recorded, within 7 days of 
the offer of the gift and/or hospitality being made, within the schools’ Register of 
Gifts and Hospitality.  
 
If schools are in any doubt over any gift or offer of hospitality they should seek      

appropriate advice from the Directorate.  
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Themed Audit Visits 2016/17 
The themed audits for 2016/17 are well underway and we will provide you with more 
information on the key areas coming out of the work in our next edition of the       
auditor. The Themed audits are;  
 Asset Management-Do you know where all of your assets are and are they 

recorded in your inventory? 
 
 Recording and Banking of Income- Are you banking your income in line with 

procedures?  Is your income entered on your school’s financial management 
system and the income portal correctly and promptly? Do you check that you 
have been credited with the income you expected? 

 

 Purchase Cards – Do you use your purchase cards in line with procedures? 

Do you keep a monthly transaction log, check D-CAL weekly and obtain prior 

authorisation from the budget holder for all expenditure? 

 Nursery School/ Early Years Funding – Are your pupils eligible for their 

place and is the funding correct? 

 Un-announced cash counts– do you know what is stored in your safe? 

As always, we will endeavour to ensure that schools only have one visit per year but 
this may not always be practical.   

Management of School Balances 

 

In December 2016 we reported to schools forum the outcomes of our work          
regarding schools with high surplus balances.  We were pleased to report that   
overall surplus balances being carried forward by schools are appropriate, in line 
with good      practice and guidelines, and that there are plans in place for how the 
balances are to be used in line with the school’s development plan.   
 
Schools are reminded that; 
 
 Carry forward surpluses should only be earmarked to support operational 

budget plans or potential budget cuts as a short term arrangement.           
Continuing along this path will lead to deficit budgets in future years.   

 
 The analysis document should be completed on an annual basis and              

reported to  the Governing Body for approval and minuting. 
 
 Supporting documentation should be maintained for all figures reported     

particularly where figures such as creditors have been obtained from feeder 
systems. 
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Capital Items charged to Revenue using Fund PO3 
 
In line with current accounting standards, schools are now required to identify   
Capital Expenditure charged to school budget share ‘revenue’ budgets. A fund code 
PO3 has been specifically set up to enable schools to post this expenditure onto 
BCC ledgers.  Schools are reminded that this code should be used at all times 
when expenditure is of a capital nature. 
 
Examples of Capital Spend 
 
 Purchase of vehicles.  
 Purchase of computer hardware. 
 Instillation of gym equipment. 
 Capital works to extend classroom numbers or build new classrooms. 
 Computer software (capital under statute). 
 New window replacements across the school (one window is repairs and 

maintenance – a programme of replacement of all windows is capital). 
 Boiler Replacement. 
 Roof replacement. 
 Works done under the Equalities Act 2010. 
 
Examples of Revenue Spend  
 
 Redecoration. 
 Repairs & Maintenance codes (J000, J010, J020, J030) 
 Annual subscriptions for IT. 
 
If there is any doubt under what category expenditure falls under, schools can    

contact Steve Barlow on 675 9301 or Jan Hulley on 675 5389. 
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Edubase and Governor Details  

 
The white paper Educational Excellence Everywhere set out plans to implement a 
national database of all those involved in governance by extending the information 
collected via Edubase. 
 
Under section 538 of the Education Act 1996, maintained school governing bodies 
are under a duty to provide the information required on Edubase from September 
2016, and keep it up to date as those involved in governance change.  
 
From September 2016 the Academies Financial Handbook required academy 
trusts to provide information about their members and trustees as well as (in the 
case of MATs) those sitting on any local governing bodies that may be in place. 
 
According to data provided by the Birmingham Association of School     
Business Managers 58% of Birmingham Schools have not entered their    
governor details into Edubase.   
Schools should ensure that the appropriate governor information is passed onto 
the person responsible for maintaining EduBase and that the information is accu-
rate after updating EduBase. Edubase must be updated when in year changes to 
the membership of the board occur. 
 
The required information that will be publicly available for each individual governor 
or Trustee as follows; 
 

 Board to which the individual is a member.  

 Full name 

 Title 

 By whom they were appointed/elected 

 Appointment/election date 

 End of term (including those that ended in last 12 months) 
 
The required personal information that will not be publicly available on Edubase, 
but nevertheless must be uploaded for all governors / trustees comprises; 
 

 Home address 

 Postcode 

 Date of birth 

 Previous names 

 Nationality 

 Direct email address for the chair of the GB 
 
To find out more follow this link to the press release issued by the Department for 
Education: https://www.gov.uk/government/news/national-database-of-governors 

 

https://www.gov.uk/government/publications/educational-excellence-everywhere
http://www.education.gov.uk/edubase/home.xhtml
http://www.legislation.gov.uk/ukpga/1996/56/section/538
https://www.gov.uk/government/news/national-database-of-governors
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Internet Monitoring 

 
A change to the UK government’s Keeping Children Safe in Education statutory 
guidance in September 2016 requires schools and colleges to ensure that 
“appropriate monitoring systems” are in place to safeguard children from potential 
online harm. 

In response, the UK Safer Internet Centre has produced an Appropriate         
Monitoring Guide to help educators to define what “appropriate monitoring” is. 
Birmingham City Council’s position statement with regards to the online safety of 
children and young people in an education setting is as follows: 
 
“The requirement to ensure that children and young people are able to use the   
internet and related communications technologies appropriately and safely is      
addressed as part of the wider duty of care to which all who work in schools and 
educational settings are bound. Schools must through their Online Safety Policy, 
ensure that they meet their statutory obligations to ensure that children and young 
people are safe and are protected from potential harm, both within and outside 
school.” 

Governing Bodies and School Leadership should be doing all that they reasonably 
can to limit children and staff’s exposure to risks and it is important to recognise 
that Online Safety is a safeguarding issue not simply a technology issue.  
 
The breadth of issues classified within Online Safety is considerable but can be 
categorised into three areas of risk: 
 
 Content: being exposed to illegal, inappropriate or harmful material 
 Contact: being exposed to harmful online interaction with other users 
 Conduct: personal behaviour that increases the likelihood of, or causes harm 
 
In July 2016 it was identified that within Birmingham 94.1% of schools use on line 
monitoring software, with 76.5% using Policy Central or the Digital Monitoring    
service provided by Link 2  ICT.  
 
Schools not using the Link 2 ICT monitoring software need to ensure that their  
provider gives the necessary protection in the interests of safeguarding. The       
following must be in place; 
 A Service Level Agreement (SLA) which is appropriate for the schools needs. 
 The SLA includes details of who should be receiving the alerts/reports at the 

school. 
 Evidence that the school internet filters are adequate and meet the             

requirements of the Counter Terrorism and Security Act. 
 Appropriate training has been provided to ensure that staff are aware of how 

to perform the monitoring. 
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Internet Monitoring Continued... 

 
 
All schools should ensure that the following is in place; 
 
 Each school should have a named individual with day to day responsibility for 

Online Safety i.e. an Online Safety Co-Ordinator. 
 
 Suitable training has been received to enable the staff who perform the      

Internal monitoring roles to carry out their duties. 
 
 Sufficient staff, at appropriate levels, should be trained to ensure there is      

access to cover in case one is away. 
 
 Specific roles for monitoring staff and pupils must be assigned. Ideally, this 

should be two (or more) individuals from the Senior Leadership, one (or more) 
to monitor staff and one to monitor pupils. Monitoring should not be being   
carried out by technical or office staff. 

 
 Small schools may only have one person managing captures but there should 

be some form of oversight so that Governors are confident they are being 
dealt with appropriately and in a timely manner. 

 
 Procedures are in place to ensure that periodic reviews are undertaken and 

evidence of these checks taking place is retained.  
 
 Where areas of concern are identified an audit trail of actions taken should be 

retained. 
 
 The Section 175 audit should identify the internet monitoring system in place. 
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Birmingham Audit have been alerted to an increase in fraud attacks aimed at 
Schools.  Fraudsters are getting smarter at obtaining information and then using it 
to make their scams more convincing by utilising different approaches; 
 
CEO FRAUD 
The fraudsters will attempt to impersonate persons in authority such as the Head 
Teacher of a school or the Chair of Governors, for example, by setting up a spoof   
e-mail account. They will then use this to try and convince you to do something on 
their instruction. This may happen when the fraudster has been made  aware, say 
that the Head Teacher is out of school and difficult to contact.  The fraudster will 
use this to their advantage by sending e-mails or text messages purporting to be 
from the Head Teacher which seem plausible, asking you for example to make an 
urgent payment. 
 
RISK OF RANSOMWARE 
There has been an increase in bogus calls to schools with the caller claiming to be 
from the Department of Education. Using this guise, they then attempt to obtain per-
sonal email/telephone numbers of the Head Teacher or Bursar/Business Manager. 
The fraudsters give the excuse that they cannot use the general school contact de-
tails because they are sending across sensitive information, for example, guidance 
on exams or mental health assessments.  The emails that they then send include 
an attachment which is a .zip file which may appear as an Excel or Word document. 
Unfortunately, once opened this contains Ransomware, which once downloaded, 
encrypts files and   demands money to recover the data. 
Also look out for… fraudsters are using different guises to successfully infiltrate 
schools such as claiming to be from the Department for Work & Pensions, or a tele-
com provider.    
 
PHISHING 
‘Phishing’ remains a common scam where fraudsters try to illicit bank account     
details, including security passwords, by sending out an e-mail which purports to 
come from a bank, or other organisation such as HM Revenues & Customs.   
 
The fraudsters attach links to the email which diverts you to a web page that        
appears legitimate and may require you to input information that fraudsters then 
use to access accounts or sensitive information. 
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What to do? 

 If you undertaking a financial transaction or money transfer that is unusual or       
unexpected always check the matter out by a different method, even if it is the 
Head Teacher or Chair of Governors asking you to undertake the task. 

 
 Always adhere to internal payment procedures and controls  and check out 

your concerns with your manager.  Never be rushed into transferring monies, 
making payments or signing documents without verifying that the request has 
actually come from the person you believe it to be from. 

 
 Don’t click on links or open any attachments from unsolicited emails or text 

messages.  Fraudsters can make an email address look like one used by 
someone you trust. Check the email header to identify the true source of the 
communication by rolling your mouse pointer over it to reveal its true          
destination.  Beware if this is different from what is displayed in the text of the 
link from the email.  Always check out the source independently if you are in 
any doubt. 

 
 Always install software updates as soon as they become available to help   

protect the school IT system. 
 

 Beware of any unsolicited communications, particularly where the caller is 
asking for personal details of staff and their whereabouts. Never reveal       
personal or financial data including usernames, passwords, PIN’s or ID     
numbers.  Remember that a bank or other reputable organisation will never 
ask you for this information so if you receive an e-mail asking for such         
information always check that people or organisations to whom you are     
supplying payment card information are genuine. 

 

 Always treat requests for information with caution particularly financial or    
personal information. 

 
 If in doubt, check it out!   

 
Please contact the Birmingham Audit Corporate Fraud Team on 303-2185, if you 
have suspicions or queries about unsolicited calls or suspicious e-mails of this     
nature. 

. 
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The schools financial value standard (SFVS) is a mandatory requirement for local 
authority (LA) maintained schools. The SFVS has been designed with schools to 
help them in managing their finances and to give assurance that they have secure 
financial management in place. 

The standard consists of 25 questions which governing bodies or management 
committees should formally discuss annually with the Head Teacher and senior 
staff. Approval to the completed documents should be provided by the Governing 
Body and recorded in the minutes of the meeting where it is approved. 

Please ensure you use the latest template off the DfE website as this has 
been   updated, last year there were 23 questions and  2 more have been add-

ed! 

Schools are reminded to submit their Schools Financial Value Standard              
Self-Assessment Report to the LA by 31

st
 March.  The report should be sent to;  

 
SchoolsFinAssess@birmingham.gov.uk 

 

Spot Light on the Auditor 
 

Hello my name is Shyla Begum.  I know on email it says Sayela 
but you can call me Shyla. I joined the Schools Audit team in 
May 2016. My background has always been in finance. Prior to 
my current role, I worked in the Fostering Finance team within 
the Local Authority.  Whilst working there I decided to challenge 
myself mentally in seeking a professional qualification in the fas-
cinating world of accountancy. I have  studied and have got my-
self within reach of being a chartered accountant , I’m hoping to 
qualify soon! 
 

I joined the Audit team as I initially wanted more financial experience, but have 
found myself really enjoying working in the school community. As a mother I know 
how important it is to know that children are in a happy, safe place that will   enable 
them to become citizens that we can all be proud of. 
 
I have visited some fantastic schools and have met wonderful people and hope this 
continues for 2017.  

mailto:SchoolsFinAssess@birmingham.gov.uk
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Jenny Giles, Principal Auditor 
(Finance and Asset Management) 

0121 675 0251 
Jenny.Giles@birmingham.gov.uk 

 
John P Grace , Principal Auditor 

(Place Directorate) 
0121 675 0264 

john.p.grace@birmingham.gov.uk 
 

Simone Beet, Principal Auditor 
(Contract Management) 

0121 303 2813 
Simone.Beet@birmingham.gov.uk 

 
Brendan Sweeney, Principal Auditor 

(Economy Directorate) 
0121 675 0262 

Brendan.J.Sweeney@birmingham.gov.uk 
 

Jaspal Sehra, Principal Auditor 
(Safeguarding) 
0121 675 0267 

Jaspal.Sehra@birmingham.gov.uk 
 

Julie Parry, Principal Auditor 
(Children) 

0121 675 0259 
Julie.Parry@birmingham.gov.uk 

 
Paula Moloney, Principal  Auditor 

(Adults)  
0121 303 3218 

Paula.Moloney@birmingham.gov.uk 
 

Chris Clarke, Auditor 
0121 675 0256 

 
 

SCHOOLS TEAM  
Peoples Directorate 

 
Karen Smith, Principal Auditor 

(Schools Lead) 
0121 675 0249 

Karen.P.Smith@birmingham.gov.uk 
 

Natalie Mardenborough 
Auditor  

0121 303 2085 
Natalie.Mardenborough@birmingham.gov.uk 

 
Louise Spanou 
Audit Assistant 
0121 464 7405 

Louise.Spanou@birmingham.gov.uk 
 

Shyla Begum 
Audit Assistant 
0121 464 4658 

Sayela.Begum@birmingham.gov.uk 
 

Lesley Oldfield  
Audit Assistant 
0121 464 4326 

Lesley.Oldfield@birmingham.gov.uk 
 
 
 
 

        Neil Farquharson, Group Auditor      

0121 303 2185    Neil.farquharson@birmingham.gov.uk         
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Corporate Fraud Team Contact Details 

Don Price, Group Auditor  
0121 303 2970 

Don.price@birmingham.gov.uk 


