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Introduction by Don Price 

1 

 
A snowy welcome to Edition 49 of The Auditor …..I am 
writing this introduction looking out over a very wintery 
scene as the ‘Beast from the East’ takes grip.  
 
In this terms issue you will find several references to the 
recently revamped ‘Schools Financial Procedures     
Manual’. Sue Beer, Head of Schools Financial Services, 
has done an excellent job in getting the document        
reviewed and where required rewritten, and it is now   
easily accessible to all schools. This is a huge              
improvement on the previous situation where many 

schools were simply not able to access the document. 
 
The ‘Schools Financial Procedures Manual’ is a really significant, and substantial, 
document which gives you the basis for establishing good financial and governance 
controls. I receive many calls with queries from schools every week, and many of 
the answers can be found in this document. If school staff are not aware of the   
document I would recommend you take a look and see how helpful it can be. I     
believe the procedures provide an excellent framework for control but I would be 
happy to hear from you if you feel there is anything missing as procedures are only 
useful if they are fit for purpose.  
 
That said, I do need to make the point that you can have all the detailed procedures 
in the world, but if you do not comply with them then the benefits of having such  
advice and guidance at your fingertips are lost. It is school management’s             
responsibility to ensure all relevant staff understand what is expected of them and 
comply with them.  
 
My message is simply, please be aware of the procedures, and please work within 
your schools to maximise compliance. 
 

Best wishes 
 

Don 
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School Audit Visits 
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As at 9 February 2018 there are 269 maintained schools (including nurseries) in  
Birmingham.  We have visited  209 schools since the launch of the current school 
visit  programme in September 2015.  76 of those have been completed   during the 
current financial year.  We are hopeful that by the time schools break up for the 
summer all schools will have received a visit. 
 
So what happens next? We are planning to develop a risk based approach to the 
school visit assurance programme so that we can focus on those schools who need 
more support! We will provide you with more information as this is developed. 
 
Overall we have continued to find that the majority of schools visited have  effective 
systems of control in place, and staff and Governors are complying with key        
processes.  There are areas for development which would improve strategic and 
operational delivery. We highlight that strengths were found in the areas reviewed 
for aspects of Attendance and Safeguarding.  
 
One of the key risks and challenges facing schools at the moment is ensuring 
that they are able to set and maintain a balanced budget both now and in the           
forthcoming years.  We would like to draw your attention to the ‘Budget    
Planning’ article on page 3 provided by Sue Beer Head of Schools Financial 
Services highlighting how important it is for schools to keep the Local        
Authority informed and ask for help should you be having financial              
difficulties. 
 
In October 2017 we completed a follow up review of 37 schools that were audited 
between the period of April and December 2016 to assess whether the                
recommendations made had been implemented. We are encouraged that for those 
schools reviewed all of the high risk rated recommendations have been                 
implemented  indicating that focus is being given to areas with higher risk.  However 
there are  areas for development regarding the timely implementation of the actions 
against the dates agreed. 
 
As part of the follow up process we also have a rolling programme of detailed follow 
up reviews to a small number of schools where significant improvements are         
required.  In the main such schools are also focusing on the high risk areas and   
taking our recommendations seriously. 
 
Our Auditors continue to work closely with our school colleagues to provide         
constructive advice and guidance and we welcome any suggestions you have that 
will improve the assurance service we provide.   
 
If you have any queries or concerns please do not hesitate to contact 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. 

mailto:karen.p.smith@birmingham.gov.uk
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Budget Planning   

Head Teachers and Governing Boards are reminded of the need to ensure that 
their spending plans for the forthcoming year, and beyond, can be contained within 
the delegated funding that has been allocated to them. 
 
Whilst it is accepted that funding for schools is becoming tighter and that there are 
ever increasing expenditure pressures to consider, schools are asked to keep in 
mind their responsibilities around the management of public money, the               
accountability for how it is being spent and the requirements for taking swift and 
appropriate action to avoid or properly manage a deficit situation. 
 
Where it can be seen that schools are setting or predicting deficit budgets, the     
appropriate challenge will be made to Head Teachers and Governing Boards with 
the expectation that collaborative working can take place with relevant Local      
Authority officers to enable schools to make the necessary decisions for reducing 
expenditure and being in a position to set and maintain a balanced budget. 
 
Schools that are facing financial difficulties for 2018/19 and beyond must make 
contact with Schools Financial Services (SFS) who will provide some initial advice 
and guidance before arranging further support for the school, as appropriate, from 
other colleagues from across the Directorate.  Schools that are already working 
with SFS do not need to make any additional contact with SFS at this point.   
  
 

Sue Beer, Head of Schools Financial Services - 303-2678
 sue.beer@birmingham.gov.uk 

Leigh Farmer, Area Finance Manager - 303-2565
 leigh.farmer@birmingham.gov.uk 

Julie Hobbins, Area Finance Manager - 464-0117  

julie.hobbins@birmingham.gov.uk 

The Schools Financial Procedures Manual  

The updated schools financial procedures manual was provided to schools in  
November 2017.   
 
The manual contains 27 chapters covering all aspects of financial management in 
schools (including budget management and monitoring).  A big thank you to Sue 
Beer who has worked with schools and officers of the City Council to bring these      
valuable documents up to date.  See link below; 
 

https://www.birmingham.gov.uk/info/20124/working_in_schools/788/
budgets_for_schools_in_birmingham/7  

mailto:sue.beer@birmingham.gov.uk
mailto:leigh.farmer@birmingham.gov.uk
mailto:julie.hobbins@birmingham.gov.uk
https://www.birmingham.gov.uk/info/20124/working_in_schools/788/budgets_for_schools_in_birmingham/7
https://www.birmingham.gov.uk/info/20124/working_in_schools/788/budgets_for_schools_in_birmingham/7
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The Full Cheque Book Scheme 
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Approximately one quarter of local Authority (LA) maintained schools have chosen 
to hold an external bank account for the management of their official funds.  These 
schools must comply with the rules and conditions set out by the LA under the 
Cheque Book Accounting Scheme. 
 
Under the scheme schools manage all income and expenditure through a local bank 
account.  Schools need to ensure they have the appropriate systems and controls, 
local procedures and appropriately trained staff to protect the school from the       
potential risk of fraud, theft or misappropriation.  Monitoring is undertaken by the LA 
and schools are expected to provide returns on bank reconciliation, VAT, income 
and expenditure and a cash flow statement. For those schools using a payroll     
provider other than the LA payroll service returns are also required.  Here are a few 
pointers if you are running the cheque book scheme; 
 
 Ensure that you keep a log of the numbers when cheque stationary is received 

by the school.  This should be signed and dated by two individuals. 
 
 Cancelled cheques should be stored together in a secure location not with the 

order paper work.  The cheques should be crossed through as void. 
 
 When issued cheques are not cashed as they are deemed missing then     

written communication is required to the bank informing of the missing cheque 
so that this is alerted should the cheque be subsequently presented. 

 
 The Governing Body should approve any proposed  move to on line banking  
 
 The Governing Body should approve the use of internet ordering. 
 
 The individual responsible for management of the cheque stationary should 

not be the same person producing the cheque run.  If this the case then a sec-
ond individual should sign to say the cheques have been used in the appropri-
ate order. 

 
 The Governing Body should undertake a periodic review of their banking     

services provider. 
 
 Approval to use a debit card should be obtained from the Local Authority and 

the Governing Body.   
 
 Non-compliance with the LA procedures can lead to removal of the cheque 

book scheme. 
 

All schools now have access to the schools financial manual’s chapter on the 
full cheque book scheme via the City Council’s website. See page 3. 
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Income and Cash Handling  
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The majority of schools receive cash and cheque income on a daily basis from a  
variety of sources, including school educational visits, school meals, donations and 
voluntary funds.  A number have transferred to, or are in the early stages of      
transferring to, a cashless process.  
 
Having effective controls over the recording and banking of income in schools will 
ensure that schools benefit from a reduced risk of loss, misappropriation or the      
occurrence of fraud.  Here is a reminder of the key controls you should have in place 
that will help you to manage the risk; 
 
 Income records should be detailed to provide a sufficient auditable trail to show 

when the income is collected through to when it is banked.  All records should 
reconcile to the banking paying in slip, voyager and the schools financial man-
agement system. 

 
 Income should be banked within a week of collection. 
 
 A segregation of duty should be in place between the collection and banking of 

income. 
 
 Both parties should sign and date the records when cash is handed over from 

one individual to another. 
 
 Income should be posted onto voyager at the time of banking and onto the 

schools financial management system in a timely manner. 
 
 School uniform income should be accounted for through the schools unofficial 

fund. 
 
 Effective safe management includes; key holders keeping the keys on their 

persons and taking them home at night, maintaining a record of income held in 
the safe,    knowing your safe insurance limit so its not exceeded, making sure 
that all income is stored in the safe prior to banking.   

 
 All financial records should be retained for a period of 6 years +current year. 
 
All schools now have access to the schools financial manual’s chapter on the 
Income and Cash handling via the City Council’s website. See page 3. 
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Information Governance (GDPR)  
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Preparing for GDPR 
The new General Data Protection Regulation (GDPR) replaces the longstanding  
Data Protection Act in May 2018. It significantly tightens up the rules on privacy and 
consent. GDPR increases individuals’ rights on personal data and will be fully        
enforceable by 28 May 2018 and applies to schools too! 
 
The Information Commissioner Office (ICO) is the UK’s independent authority set up 
to uphold information rights in the public interest, promoting openness by public   
bodies and data privacy for individuals.  It has produced a 12 step guide for         
preparing for GDPR.  See link; 
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/ 

The ICO also provides detailed guidance on documenting your processing activities.  
See the following link; 
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/
accountability-and-governance/documentation/  

 

New privacy policy agreements 

GDPR makes organisations responsible for giving people clear and adequate        

information about how their information will be protected. This means most will need 

to develop a new, much more user friendly Privacy Policy Agreement that is written 

in plain English. The Department of Education provides suggested wording that 

schools and local authorities may wish to use. You must review and amend to reflect 

local needs and circumstances, as you will process data that isn’t solely for use with-

in data collections.  
https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices 

 
Data Cleansing Process 
When schools are going through their data cleansing process, they will find that 
some of those records can’t be deleted even if the subject has asked to ‘be           
forgotten’.  This might be for reasons of financial regulatory compliance, or for a 
number of other reasons where organisations can show they have ‘legitimate’       
reason for retaining and processing the data.   GDPR recommends that you will 
need to pseudonymise or anonymise the data you can’t legitimately delete to be 
compliant. 

 
 How does this fit with the Independent Inquiry into Child Sexual Abuse? 
Schools and settings are reminded of the instruction placed by the Goddard Inquiry 
to place a temporary hold on the destruction of all files held in on-site or off-site  
storage.  
Schools and settings must conduct a thorough search of all paper files, all digital 
records and all other information - however held - to ensure that everything of       
potential relevance to the Inquiry is retained. 
This requirement is in-line with preparations you will be making within school 
to be GDPR compliant, and must be adhered to. Schools Notice Board 8.3.2018. 

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/accountability-and-governance/documentation/
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/accountability-and-governance/documentation/
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/accountability-and-governance/documentation/
https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices
https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices
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The Bank Sort Code has Changed 
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Following recent Government structural reform changes to the banking sector,   
Barclays Bank plc has changed the Council’s bank sort code with effect from    
Monday 22

nd
 January 2018, but bank account numbers remain unchanged. 

 
The sort code is changed from 20-07-74 to 20-07-90 
 
This means that various changes will need to be made to ensure that any incoming 
and outgoing transactions are made using the new sort code; 

 Notify your colleagues of this sort code change. 
 

 For payments made direct to the school via BACS, Faster Payment or CHAPS  
notify any organisation making these payments to amend the Council’s bank 
details they hold to reflect the new sort code. 

 

 Paying in book - continue to use your current paying in book. You will be     
issued with a new paying in book in due course. 

   

 Chequebook (petty cash) – continue to use your existing chequebook. You will 
be issued with a new chequebook in due course. 

 

 Pre-printed cheque stationery supply – if you currently have a supply of 
cheques which quote the Council’s existing sort code and bank account    
number, then a new supply will need to be ordered with the new sort code.   

 
 Existing cheques can still be used for up to 12 months from 22

nd
 January, but 

schools are advised to order a new supply as soon as possible. 
 

 Petty cash bank statements – if you request these from Barclays then they will 
show the new sort code from 22

nd
 January. 

 

 Barclays.net – if you are one of the small number of schools who currently 
have access to Barclays.net for managing your petty cash account, then the 
new sort code will be shown on Barclays.net from 22

nd
 January. 

 
School fund bank accounts – if your school has a separate school fund bank       
account with Barclays, then you will be / have already been notified directly by   
Barclays if you need to change sort code or account number. 
 

If you have any questions about this sort code change please email:  
bankingservicesproject@birmingham.gov.uk 
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Latest Governance Information 

 

Changes to the way that Ofsted carries out short inspections  
The changes take place from January 2018 and have now been included in an   
updated school Inspection Handbook, which is available via the following link 
www.gov.uk/government/publications/handbook-for-short-monitoring-and-
unannounced-behaviour-school-inspections   
 
Statutory guidance for GBs on carrying out duties relating to independent 
careers guidance and provider access to schools  
This follows the recently published strategy for improving the provision of careers 
advice and guidance in schools You can view the statutory guidance via the       
following link www.gov.uk/government/publications/careers-guidance-provision-for-
young-people-in-schools 
 
Recruitment and selection of Head Teachers and other leadership roles  
The new non-statutory guidance from the Department for Education (DfE) replaces 
‘a guide to recruiting and selecting a new Head Teacher’ published in 2012 and 
should be read in combination with the Head Teacher recruitment toolkit.  Follow 
this link to view the guidance and toolkit www.gov.uk/government/publications/
recruiting-a-headteacher. 
 
Religious Education and Collective Worship at Schools in Birmingham 
A recent  report “faith makes a difference” has been produced by the Birmingham 
Standing Advisory Council on Religious Education (SACRE), after it was          
commissioned by BCC to undertake a comprehensive monitoring and evaluation 
exercise of the provision of Religious Education and Collective Worship across all 
schools within the city. It is a comprehensive, informative, professional document 
that is thoroughly recommend to all who lead and govern schools in our city. Follow 
this link to view the report; 
www.faithmakesadifference.co.uk/sites/faithmakesadifference.co.uk/files/

SACRE_Monitoring_and_Evaluation_of_RE%20and_CW_2017.pdf 

Governor training available throughout the year 
School and Governor Support (S&GS) provides a comprehensive programme of 
high quality training that develops skills and knowledge needed for effective      
governance, whether you are in a maintained school, stand-alone academy or part 
of a multi-academy trust (MAT). The training is offered on a “pay as you go” basis 
and at a discounted rate to (S&GS) subscribers.   
Follow this link to the Training Programme   

Reserving a place on our courses is easy - just email: 

 governors@birmingham.gov.uk  
 

https://www.gov.uk/government/publications/handbook-for-short-monitoring-and-unannounced-behaviour-school-inspections
https://www.gov.uk/government/publications/handbook-for-short-monitoring-and-unannounced-behaviour-school-inspections
http://www.gov.uk/government/publications/careers-guidance-provision-for-young-people-in-schools
http://www.gov.uk/government/publications/careers-guidance-provision-for-young-people-in-schools
http://www.gov.uk/government/publications/recruiting-a-headteacher
http://www.gov.uk/government/publications/recruiting-a-headteacher
http://www.faithmakesadifference.co.uk/sites/faithmakesadifference.co.uk/files/SACRE_Monitoring_and_Evaluation_of_RE%20and_CW_2017.pdf
http://www.faithmakesadifference.co.uk/sites/faithmakesadifference.co.uk/files/SACRE_Monitoring_and_Evaluation_of_RE%20and_CW_2017.pdf
https://www.birmingham.gov.uk/downloads/download/475/governor_training_and_development
mailto:governors@birmingham.gov.uk


 

 

The Auditor  

9 

Traded Services - A Message from Julie Newbold 

As you know, Birmingham City Council (BCC) offers a full range of 
traded services to all schools, academies and other educational  
establishments in Birmingham, and in some cases to other local  
authorities. I have recently taken on a new role to ensure that BCC 
traded services are delivering high quality, cost effective  services 
working in an integrated way, to support schools to help children 
and young people achieve the best possible educational outcomes.   
 

The vision and aim is that all schools trade with Birmingham City Council services 
first!   
 
Since the start of the new term in January, I have met with a range of traded  services 
to review what support they currently offer and to consider future trading                  
opportunities.  All BCC Traded Services are here to help our schools and we are 
working hard to identify how we can further save our schools money. 
 
The focus and priorities over the next few months are to: 
 
 Coordinate all BCC Traded Services and to develop a ‘one-stop-shop’ website. 

This will enable our Head Teachers and Business Managers to have clear      
visibility and easy access to all BCC Traded Services, including details of what 
they offer and the benefits of trading with those services. 

  
 Ensure that schools receive high quality services and support and are able to 

achieve best value from their school budgets. 
 
 To meet with Head Teachers and/or their representative. To encourage trade 

with BCC first and hold regular reviews to ensure that the needs of our schools 
are being met and that excellent customer service is achieved and maintained. 

 
 To provide an ‘intelligent client function’ role and to address any issues or     

concerns in respect of BCC traded services.  

Please do not hesitate to contact me directly if you would like me to visit your school. I 
would be delighted to do so.  
  

 Tel No: 0121-303-1978.  
 Mobile: 07980202661  

 Email: Julie.newbold@birmingham.gov.uk    
 
 
 

mailto:Julie.newbold@birmingham.gov.uk
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Our Traded Offer 
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In addition to our statutory assurance work in schools we have a 
traded offer that includes a range of bespoke risk management, 
control and governance services.  These are designed to offer 
both peace of mind and help you ensure there are   appropriate 
financial management and effective internal controls in place.  
 

The service is delivered in accordance with the Accounts and Audit Regulations 
and in line with the Public Sector Internal Audit Standards.  Our work is also     
subject to the ISO27001 2013 Information Security Standard. 
 
We can offer a total end to end schools audit covering key financial systems and 
controls or just focus on specific areas where you need support or a fresh opinion 
from an audit prospective.  
 
Our services can be purchased on an ad hoc basis or bundled together. For       
example we currently offer a small discount when purchasing a contract of             
assurance work over 3 years or purchasing the entire risk workshop package.  As 
much of our work is of a unique specialised nature the cost will depend upon the 
number of days required to undertake the work and its complexity. We are happy 
to discuss this in more detail and provide quotes upon request.  
 
Our traded offer; 
 

 Provide training and facilitate the identification and management of risks, to 
 form an action plan and register; 
 

 Undertake ad hoc audit work upon request; 
 

 Undertake Information Governance and IT Security audits; 
 

 Complete fraud investigations, with disciplinary hearing support; 
 

 Deliver training in all school finance related areas including fraud awareness or 
 information governance; and  
 

 Provide internal control reviews to support the Statement of Regularity,        
 Propriety and Compliance in Academies. 
 

Why not have a look at our consultancy services on our traded website; 
www.birminghameducatonsupportservices.co.uk 

 

http://www.legislation.gov.uk/uksi/2015/234/contents/made
https://www.gov.uk/government/publications/public-sector-internal-audit-standards
http://www.birminghameducatonsupportservices.co.uk
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There have been an number of reminders throughout the year from the Local       
Authority’s finance team that all income from adult meals (excluding cold take away 
food) Is liable to VAT at 20%. 
 
They have asked that all schools complete a spreadsheet to detail their adult school 
meal income activity over the last 4 years to February 2017 so that historic           
corrections can be made.   Those schools that have been correctly accounting for 
VAT on this income, or do not sell meals to adults, are required to confirm with a nil 
return. 
 
There are a number of schools who have yet to provide this information if you 
have yet to do this please do so as soon as possible as the deadline is 23rd 
March 2018. 
 
Those schools not using Voyager should contact the VAT team about how to         
account for VAT on income, if necessary. 
 
Please be aware that income from adult meals when posting this income into     Voy-
ager Tax Code AR should be used.   
 
HMRC are aware that not all schools have been compliant with this and will be 
checking that BCC is correcting the historical transactions and getting it right from 
now on.  BCC expect that the majority of the amounts due to HMRC, at an individual 
school level, will be minimal. 
 
Please contact the following if you have any queries with this: 
VAT Team 303 2691 
Leigh Nash - (Business Analyst VAT) – Leigh.Nash@birmingham.gov.uk 

Meet the Auditor  

Hello, my name is Sally Bojang and I’m the newest member 
of the Birmingham Audits schools visiting team as Assistant 
Auditor. I joined the team on 22

nd
 February 2018. 

 
I started working for the Council in 2013 as an adviser at the 
contact centre for Benefits and Revenues before moving to 
client financial services, Adult Social Care and Support in  
November 2016. 
 
 

I have previous audit experience in the financial sector (about 10 years ago) and I 
hope I can draw upon that experience in doing schools audits. 
 

mailto:Leigh.Nash@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 
(Procurement and Contracts) 

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 
 

David Mallard, Principal Auditor  
(Education) 

0121 303 8549 

 
 

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 

 
Shyla Begum 

Audit Assistant 
0121 464 4658 

Sayela.Begum@birmingham.gov.uk 
 

Sally Bojang 
Audit Assistant 
0121 303 2488 

Sally.Bojang@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 


