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Welcome to edition 47 of The Auditor. 

I want to use my introduction to talk about the importance 
of financial management and the need to recognise that 
schools need to be run as if they were businesses. Good 
financial management is at the heart of any business, 
and is essential for driving it forward. I understand that 
the primary responsibility of schools is to provide the best 

education possible for its pupils, but it must be recognised that control over          
delegated budgets brings with it a responsibility for financial stewardship. 
 

Financial pressures are growing on local authority maintained schools and the need 
to reduce costs, and use income effectively, has never been so important. At the 
same time the capacity of Local Authorities to monitor and support financial        
management in schools is itself under more pressure than ever before.  
 
Our work within schools over the last twelve months or so has highlighted some 
clear trends that have, in part, been the catalyst for this introduction. We are seeing 
high numbers of schools who are utilising surplus funds to balance their budgets, 
and  financial forecasts that point to significant deficits in the near future. With fund-
ing pressures and predicted falls in pupil numbers over the next few years this is a   
worrying situation. Governing Bodies and Senior Leaders need to take some    diffi-
cult decisions - expenditure has to be managed within the funding available and that 
may mean hard choices regarding staffing structures, resources and future plans.    
        
Recent amendments to our school visit work programme gave our work a greater 
financial management focus. This will continue to be the case as we work with 
schools, and the Local Authority, to take on the financial challenges that lie ahead. 
By ensuring financial management is at the forefront of the planning process, and 
by working together, we can all reap the benefits of delivering excellent education 
within Birmingham schools within the funding available.   
 
                                 Best wishes. 
                                       Don   
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Throughout 2016/17 financial year we have continued to work with both Directorate 
and school colleagues to ensure we undertake a robust and added value audit of 
key elements of school strategic and operational service delivery.  The content of 
the school audits has been refined in line with feedback from schools and changing 
priorities within the Education Service. The amended work programme that was 
launched in November 2016 has more emphasis on financial systems and controls. 
The audits also continue to review some aspects of attendance and safeguarding.  
 
In total 97 schools were visited  during 2016/17 financial year. Overall we have 
continued to find that the majority of schools visited have effective systems 
of control in place, and staff and Governors are doing things correctly.  There 
are areas for development which would improve strategic and operational   
delivery, but in the main, schools are being well managed.    
 
As part of our visits Governors and Senior Leadership are asked to complete a    
survey giving them the opportunity to demonstrate there is confidence in the        
financial    management of the school, appropriateness of roles, core values and 
culture of tolerance/mutual respect. Overall, there have been no significant         
concerns identified. When Governors or members of Senior Leadership have raised          
concerns, where appropriate we have provided recommendations and/or consulted/
informed Chair of Governors or relevant officers within the Directorate.   
 
The challenge for Birmingham Audit is to visit all maintained schools.  We are part 
way through this process so if you have not had one yet here are some areas you 
may wish to check; 
 
Financial Governance 
To provide clarity around financial responsibilities schools will need to ensure that 
they have a robust delegation framework that is up to date and  being adhered to.         
 
Governors need to ensure that they are receiving financial reports that will allow  
sufficient financial challenge to ensure the effective management of the schools   
finances.  All of this of course should be clearly documented in the minutes.  
 
When completing pecuniary interest forms Governors and Staff will need to make 
sure that it is clear where there is no interest to declare. The forms should include  
relationships between Governors and staff. 
 
The Schools Financial Value Standard should be submitted by 31 March each year 
and recorded as approved by the Governing Body. 
 
Do you have a Gift and Hospitality policy and a register that is reviewed by the  
Governing Body on a termly basis? See article in edition 46 of the Auditor for more 
detail. 
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Budget Planning  
Relying on the carry forward balance surplus to set a balanced budget poses a risk 
for future years when the surplus has been utilised unless action plans to reduce 
expenditure/increase income are developed. There needs to be a planned response  
and corrective action taken so that in such scenarios schools do not fall into deficit. 
 

Purchasing 
Official orders should be raised and approved on the schools financial management 
system for all purchases prior to the order being placed.  The receipt of goods and 
services should be checked before invoices are processed for payment. See pages  
5 & 6 for detailed guidance. 
 

See our article on page 4 regarding the new IR35 HMRC regulations  for payments 

to individuals. 
 

Delegated Powers  ‘With power comes responsibility’ 
The financial delegation framework and the schools financial procedures must be 
adhered to. These enable the school to obtain value for money and also ensure that 
there is integrity and accountability in the financial decision making.  
 

Safeguarding  
There should be adequate mechanisms in place to monitor the content of the       
internet and email use in the school.  Internet filters should meet the requirements of 
the Counter Terrorism and Security Act 2015. 
 
Due diligence is required prior to lettings for both safeguarding and the ‘No Platform 
for Extremism Policy’ (Responding to speakers promoting messages of hate and 
intolerance in Birmingham) requirements.  
 
Schools should keep a record of when employees have received Prevent training.  
 

Attendance  
In line with current statutory guidelines as from 1 September 2016 when pupils 
move abroad the school must try and obtain the new home address and telephone 
number. It would also be good practice to ask for the new school and an email     
address if that is available. 
 

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. A 
comprehensive list of controls reviewed during our audits is available to 
maintained schools upon request. 
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IR35 HMRC Regulations  

 
From 6th April 2017, HMRC have introduced new legislation regarding payments to 
individuals who provide a service to the school. This is known as IR35 
(intermediaries legislation) and will apply to any invoices paid after 6th April. 
 
Schools will need to complete the process of obtaining a HMRC determination for 

each supplier likely to be caught under the new regulations using the ‘Check Em-

ployment Status for Tax’ tool on the HMRC website. 

A determination will need to be completed for all existing and new suppliers where 

payments will be made after 6 April 2017.  

A copy of the determination or letter from the agency confirming the outcome of the 

determination should be retained. 

If the individual is caught under the new rules the school will need to send the    

invoice to the Local Authority’s Accounts Payable (AP) team so that it is paid 

through the payroll and contributions deducted. Any individuals not caught by the 

new rules can still be paid in gross.  

Detailed advice and guidance regarding those individuals who may be caught    

under the new rules can be found on the HR portal. 

Payroll are available to help and support you through this process and if you have 
any queries please email; 
Jean.b.robb@birmingham.gov.uk or seamus.cooney@birmingham.gov.uk.  

The Schools Financial Procedures Manual  

You may be aware that you can no longer gain access to the Schools Financial  
Procedures Manual via the BGFL.  This is because such documents will soon be 
available through the City Council’s web site.  The manual is also being reviewed 
so that it is up to date with current expected practice for maintained schools and 
will be  re-launched in the Autumn Term 2017. 
 
Please be patient whilst these changes are made.  In the mean time if there are 

any chapters you require please contact Sue Beer at Schools Financial Services, 

email  Sue.Beer@birmingham.gov.uk. 

 

http://Jean.b.robb@birmingham.gov.uk
mailto:seamus.cooney@birmingham.gov.uk
mailto:Sue.Beer@birmingham.gov.uk
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In these times of austerity it has never been more important to have robust          
processes in place for purchasing.  This will  ensure funds available are managed 
effectively and that schools can get value for money.   
 
We know that the school office support team are very busy and it’s often difficult to 
ensure that value for money is achieved on all purchases even the small ones!  One 
way to achieve this is to include checks within the order process (order form) so that 
individuals who want an order placed show they have given due consideration to 
suppliers.  This information will then help the office support team when raising      
orders.   
 
Consideration should also be given to training / development days that are            
undertaken off site.  Such events require Governing Body approval.  Senior       
Leadership and Governors should evaluate if the event offers value for money and if 
it is appropriate to the business of the school. 
 
When considering entering into a leasing agreement schools should seek advice 
and guidance from the City Council’s Corporate Procurement Service to ensure they 
do not commit themselves to long term or expensive contracts.  Schools  should   
also be aware of the need to ensure the total cost of the contract does not exceed 
delegated limits, and that appropriate approvals are obtained.  Maintaining a      
monitoring system will help the school to ensure that contracts/leases do not roll 
over from one year to the next and that these are regularly reviewed as they         
approach their end date. 
 
The school financial procedures manual has a chapter which provides detailed  
guidance on the purchasing process. Here are some of the key controls schools 
should have in place; 
 

The Purchasing Process 
 
Identification of requirement for goods/service 
An internal requisition form will support the individual member of staff requesting the  
goods/ service.  This can then be signed and dated and passed to the budget holder 
for review and approval. 
 
Assessment of quality requirements and potential providers 
The budget holder can then confirm that the items/service  are required, relevant for 
the school, there is  sufficient budget,  that the selected supplier gives value for 
money and that they are the most  appropriate choice.         
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The Purchasing Process continued…... 

 
Division of Duty 
As a minimum, the responsibilities of raising an order, authorising an order,          
receiving goods/service, and authorising payment should be separated, with the   
authorising responsibilities allocated to members of the senior management team. 

 
Order of goods/service 
Upon receipt of the approved requisition the relevant officer should raise an official 
order for all items purchased on the schools financial management system. The   
order should be produced and then returned to the budget holder/identified signatory 
for final review and authorisation on the system.  The order can then be issued. 
 
Remember verbal orders should not be used except in exceptional                
circumstances and raised on the system within 24 hours of the order being 
placed. 
 
Receipt of goods/service 
All goods should be checked on receipt for quality, quantity, and completeness of 
order, and a ‘goods received note’ should be signed to confirm that all have been 
verified. Where a ‘goods received note’ or service delivery confirmation is not       
provided the original order or invoice should be signed and dated to confirm receipt 
of goods or services. 
  
Receipt and verification of invoice 
When an invoice is received it should be checked by the budget holder for accuracy 
against the copy order and delivery note to which it relates e.g. invoice matches the 
supporting purchase order, is addressed to school, has not previously been paid, 
quantity/quality of the goods or  services detailed on the invoice match the goods or 
services delivered. 
 
The verification of items/service should not be undertaken by the officer       
authorising the order. 
 
Payment 
Once the budget holder is satisfied that the invoice is accurate it should be sent to 
the authorising officer to review, and if everything is satisfactory, to authorise      
payment. The authoriser should both print and sign their name, and note the date of 
approval. 
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Risk Management is about managing all resources wisely, evaluating 
courses  of action, protecting clients and others from harm, safeguarding assets 
and the environment and protecting the school’s public image. It is the process of 
identifying risks, evaluating their potential consequences and deciding on the most 
effective methods of controlling them or responding to them.  
 
The Governance Handbook January 2017 is very clear on the Governing Bodies 
duties with regard to risk.  It states ‘Effective boards have a framework for       
identifying and managing risk and explicitly set and manage their risk          
appetite and tolerance. In particularly, they consider the risks associated with 
their strategic priorities and improvement plans’.  
 

It is the Governing Body and the schools Leadership Team who have an integral 

knowledge of their school and who will need to decide on a risk management       

policy. They will have to assess the risks faced by the school, and establish their 

‘appetite for risk’, the level of risk they are prepared to accept within their processes 

and procedures.   

 

Risk management is very much part of the day to day management of every school. 

It informs the judgements about the appropriateness of decisions, policies and    

service delivery. As such, it is an integral part of both strategic planning and        

operational management. It should not be seen as an ‘add on’ to the responsibilities 

of the Governors or the school’s management team or just another thing to do, it is 

far more important. The process should be integrated into the School Development 

Plan and budget processes. 

 

Most schools give due consideration to risk but this is normally on a ‘piecemeal’  

basis, as and when an issue is discussed, a decision required or a policy reviewed 

or developed. To manage risk effectively, the risks associated with running a school 

need to be systematically identified, analysed, controlled and monitored.  
 
Birmingham audit can provide advice and guidance on how to establish a 
strategic risk register.  We can also provide a facilitator consultancy service 
to support  a risk working group in the identification, analysis and control of 
risk along with the development of the register and action plan.  
 

For further information, advice and guidance please contact; 
 

Karen Smith Principal Auditor  0121 675 0249 
Don Price Group Auditor 0121 303 2970 

 
 

 

 

 

 



 

 

The Auditor  

8 

Themed Audit - Asset Management 

 
We completed our themed audit review of asset management in maintained schools  
in January 2017. Following our work we would like to remind schools of the               
importance of effective asset management.  
 
The consequences of ineffectively managing non-building assets, (items over 
£1,000 or ‘attractive items’ that do not form the fabric of a building), are potential 
loss through theft or fraud, as well as unrecognised loss or damage to assets which 
can have a detrimental impact on service delivery, for instance impacting upon 
teaching if items are lost or missing and not available for use. 
  
The requirements for managing non-building assets are detailed within the  Schools 
Financial Procedures Manual (SFPM): The key aspects are as follows; 
 
 An inventory should be maintained for all items over £1,000 or ‘attractive 

items’. The inventory should be developed and maintained to comply with the 
requirements of the Schools Financial Procedures Manual (SFPM). 

 
 
 Senior Leadership team should identify a responsible officer for the production 

and maintenance of the Inventory. 
 
 
 A termly independent check should be undertaken and recorded. 
 
 
 New items should be included in the inventory record in a timely manner. 
 
 
 Assets/items should be appropriately marked, and therefore identifiable, as 

property of the school. 
 
 
 Governing Bodies establish a clear control framework for the reporting and  

approval of the write off and disposal of obsolete assets. 
 
 
 Disposal of assets should be clearly documented. 
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Themed Audit - Asset Management continued 

 

 

For computerised inventory records here are some of the additional controls you will 
need to establish; 
 
 A printout of the data, transferred from the hand written inventory to the     

computerised version should be produced and the accuracy of the data   
transfer verified by an officer independent of the process. On completion, the 
print out should be both signed and dated by the verifying officer, to indicate 
that the computerised version is accurate, and held on file for future reference. 

 
 

 Computerised inventory records need to be password protected to maintain 
the   integrity of the data.  

 
 
 A print out should be produced on a regular basis (as a minimum, termly and 

half-termly, if the number of amendments is high). This should be checked, 
signed and dated, by an appropriate member of staff and held on file for future 
reference. Particular attention should be given, and write off procedures      
followed, for items removed from the inventory. 

  
 
Did you know that that the schools financial management systems namely 
CMIS and Sims have a  facility for producing an equipment register generated 
from goods received?  For more information you will need to contact your 
system provider. 
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In April 2016 Birmingham City Council approved changes to the child criteria       
defining eligibility for a funded full-time (30 hours) early education place. The 
changes,  impacting on nursery schools and nursery classes, came into effect from           
September 2016.   
 
In February 2017 we carried out an audit on Nursery Funding of Full Time Places, 
The work was delivered through visits to a sample of Local Authority nursery 
schools and classes that had applied to provide a full time place.  
 
We were pleased to report that we saw good practices in place and in the main 
nursery schools and classes were correctly applying the new criteria for a full-time 
early years place.   
 
For the 2016/17 academic year nursery schools and classes are reminded to 
make sure they are; 
 
 
 Receiving the correct level of funding 
 
 
 Applying the correct criteria  
 
 
 Retaining evidence to support each claim 
 
 
 Obtaining prior authorisation from the Local Authority for those places         

provided under the exceptional circumstances   
 
 
 Ensuring that for pupils where full time place funding has been provided they 

are attending full time 
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Latest Governance Information 

Governance Handbook 
The latest Governance Handbook has been published by the DfE. This edition of 
the Governance handbook contains a new summary description of the six key    
features of effective governance, (see page 7 of the handbook for details).  

Link to Governance Handbook. 

Competency framework for governance  
The DfE have also published its Competency framework for governance. This new 
publication  sets out the competencies needed for effective governance. It is      
non-statutory guidance and should be read alongside the Governance Handbook, 
particularly the section explaining the key features of effective governance.     
Academy trusts should also refer to the Academies Financial Handbook. Link to 
Competency framework for governance. 

EduBase 
If you haven’t ensured that your governor details have been uploaded onto 
EduBase then you need to discuss this with the Head Teacher or School Business 
Manager and arrange for EduBase to be updated. To date only 35 % of               
Birmingham’s family of schools have uploaded their governor details. 
 
2017/18 Training Programme 
Look out for the S&GS 2017/18 Governor Training Events Programme, which is 
due to be published in June. The programme will offer the full range of core and 
specialist subjects required to fill any gaps in the skills and knowledge required to 
contribute to effective governance.  
 
S&GS also offers bespoke governance development and consultancy that is      
tailored to your GB’s circumstances. Services include: training for the whole GB;  
governor training provided for local networks or groups of schools and external   
reviews of governance – delivery model tailored to circumstances. Fees vary for 
more information contact us via 
governors@birmingham.gov.uk. 

The National College for Teaching and Leadership (NCTL) Leadership               
Development Programme for governors will be running in Birmingham next 
term.   The Leadership Development Programme provides opportunities for chairs 
and aspiring chairs to develop their school leadership skills and utilise these to   
promote school improvement. There are scholarships available; meaning the cost 
to participants is £79.  To find out more and register visit;  
www.leadinggovernance.org/register.html. 
Model Safeguarding Policy update   
 
The Birmingham Safeguarding Children Board (BSCB) have released an update 
for the model safeguarding policy that governing boards should approve asap. The 
amendments can be approved by using the codicil on the BCSB website. Link to 
BSCB Codicil 
 

https://www.gov.uk/government/publications/governance-handbook
https://www.gov.uk/government/publications/governance-handbook
https://www.gov.uk/government/publications/governance-handbook
mailto:governors@birmingham.gov.uk
http://www.leadinggovernance.org/register.html
http://www.lscbbirmingham.org.uk/index.php/policies-and-procedures-pro
http://www.lscbbirmingham.org.uk/index.php/policies-and-procedures-pro
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IT data security is a current challenge for us all.  One way we can support data    
security processes is through ensuring we have strong passwords and password 
control.  
 
By keeping your log-in information private, you’re making sure that your personal 
information stays private too. If you share your sign-in information, that person now 
has access to your personal information, including confidential items. You could  
also give someone access to someone else’s confidential data.  
 
Wherever possible, any password used to gain access to Birmingham City       
Council’s computer systems (including maintained school systems) should be a 
strong password and should be constructed as described in the section below.  
Passwords are governed by Birmingham City Councils password control standard. 
 
A strong password is a password that is designed in such a way that it is unlikely 
to be detected by people who are not supposed to know it, and difficult to work out 
even with the help of a computer. Strong passwords make use of symbols and 
numbers as well as letters. 
 
Strong passwords 
The password must be a minimum of eight characters long. 
The password must contain at least one character from each of the four groups   
described below. 
 
Group Name      Members of group  
lower case letters    any of the letters a to z      
upper case letters   any of the letters a to z   
digits     any of the numbers 0 to 9  
symbols    ! “ £ $ % ^ & * ( ) _ + - = { } [ ] : ; @ ‘ ~ # < , > . ? / ¬ ` | \  
    
Please note that variations exist between systems in terms of which symbols are 
allowed or disallowed. 
 
 

Remember passwords are like toothbrushes, choose a good one, change it 
regularly and don’t share it! 
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Lettings of school facilities can provide an invaluable income stream, but they are 
often sporadic and therefore it can be difficult to gauge demand and the anticipated 
levels of income.  
 
In terms of control, lettings can often go under the radar and experience shows that 
where this is the case, fraud will occur. We have had a recent case where rooms 
were being let out by an employee for private gain without any knowledge of their 
manager.   
 
Schools that generate income through letting out facilities should review their     
procedures to ensure the following are in place to help   minimise the risk of fraud: 
 
 An agreed Lettings Policy should be in place with clear procedures for staff to 

follow; 
 A clear scale of charges/concessions should be in place and strictly adhered 

to; 
 A booking form should be produced and completed for each letting; 
 All payments should be fully receipted and banked swiftly; 
 A Lettings Diary should be set up and maintained to lessen the risk of double    

bookings and also to keep a record of bookings for monitoring and review; 
 Reconciliation of all paperwork involved in the hire and payment transactions 

should be periodically checked to ensure the Lettings Policy is being adhered 
to; 

 Where possible there should be a separation of duties so that no one person 
controls the whole process; and 

 Income targets should be set and reviewed against any additional expendi-
ture, i.e. staffing costs, and any shortfalls investigated. 

 
Access to school facilities outside school hours should be closely monitored. 
Employees who have responsibility for receiving incoming payments from          
customers must ensure that the records regarding each payment transaction are 
accurate and provide an audit trail should a query arise at a later date. It is          
imperative therefore that payment receipts accurately record payment amounts, 
whether it was paid by cash or cheque, the name of the payee, and the date and 
description of the letting.   So if you’ve not reviewed the arrangements for lettings in 
your school for a while, now may be a good time to do so! 
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We would like to remind all maintained schools of the following important areas 
when dealing with income; 
 
 Records should be maintained for all cash and cheques collected for all       

income types. 
 Cash should be banked on a weekly basis (or more frequently). 
 There should be a reconciliation process to ensure that income received 

matches records.  
 Banked income should be entered promptly onto the income Portal. A record 

of the posting transaction reference number should be maintained. 
 Income should be allocated onto SIMS FMIS/ CMIS on receipt of banking and 

not allocated when it arrives on suspense. 
 Suspense files should be downloaded and reconciled on at least a fortnightly 

basis. 
 Banked income should be reconciled to the suspense files/ bank account 

statements to ensure that all income banked is received by the school. Any 
banked item not appearing on suspense should be investigated. 

 
Further detailed guidance on the management of income is available in the Schools 

Financial Procedures Manual section entitled ‘Income and Cash Handling’. If you  

require a copy of this chapter please contact Sue Beer at Schools Financial Ser-

vices, email  Sue.Beer@birmingham.gov.uk. 

Meet the Auditor  
 
Hello, my name is Lesley Oldfield.  I joined the Birmingham 
Schools Audit team in April 2016. Before this I had spent twenty 
years working as an auditor for a Housing Association based in 
Leamington Spa. The role was varied and covered all aspects of 
the business including finance, housing, maintenance and devel-
opment. Due to a merger with another Housing Association I ac-
cepted voluntary redundancy and applied for the role on the Bir-
mingham Schools audit team.  
 

 I am thoroughly enjoying my role and there is lots to learn.  All the schools I have 
visited so far have been extremely welcoming. I look forward to meeting more of you 
in the future. 

mailto:Sue.Beer@birmingham.gov.uk


 

 

The Auditor  

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 

Chris.Clarke@birmingham.gov.uk 

 
 

SCHOOLS TEAM  
 

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         

Service Team Contact Details 
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Corporate Fraud Team Contact Details 

Don Price, Group Auditor  
0121 303 2970 

Don.price@birmingham.gov.uk 


