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Heacham Junior School

Excerpts from School Finance Policy.
Virements

The Headteacher must seek approval for any individual transaction in excess of £3000. The headteacher authorises virements up to £2000. The finance committee authorises virements above this amount.  All virements are minuted.
Quotations

For purchases exceeding certain values and below the tendering limit of £30,000 a specified number of quotations will be required as follows:

· Up to £3,000 the school is expected to purchase objectively using catalogue prices and or written quotations;

· £3,001 - £30,000; At least two, preferably three written quotations;

Tendering
Contracts that are likely to attract a cost of £30,001 or more, either as a single purchase or within a single financial year, should go out to tender.

At least four tenders should be sought by the school or by their agents.   If an agent is appointed then he/she will be expected to handle the detail and furnish the Headteacher/Governors with details.

Payment Card

The school is able to make payments using a Local Authority issued Corporate Purchasing Card. This is in the form of a Visa debit card. The card is issued for the use of the Headteacher. Mrs Nicola Darley. It can be used for purchases either in person, over the phone or on the internet. The card limit for any single or combined purchase is £250. This amount cannot be exceeded in any month. Statements will be issued monthly. Procedures set out in the ‘Purchasing Card Procedures’ which form part of the “Norfolk Scheme for Financing Schools” document must be adhered to including the keeping of a transaction log, VAT invoices and reconciliation of statements.

Processing of invoices
Invoice and cheque are passed to headteacher for signature and thus authorization on the cheque and initials on the invoice.

In the absence of the headteacher, the chair of governors to sign.

All cheques in excess of £3,000 (three thousand pounds) require signature/authorization of chair and headteacher.

Petty Cash (imprest)

Cheques drawn on a monthly basis to replenish the petty cash float to a balance of £200 are subject to normal cheque signing procedures.  Supporting documentation for the value of the cheque is produced to cheque signatories.

Payments from petty cash are only made on production of a till receipt or other certification that payment has been made and cannot exceed £50 in value.

The petty cash float, which should not exceed £200 is kept in the safe when not in use.
All cash and cheques are banked by the administrator.  Where unusually high levels of cash are received these are banked on the day of receipt.  In no circumstances should cash holdings on the school premises exceed £13,500 (the insured value).

Asset Register
Maintenance of the asset register is overseen by the headteacher.  It is the policy of the school to enter individual acquisitions with a cost greater than £1,000 onto the asset register, although items of a lower value may sometimes be included.  The relevant departmental heads are responsible for ensuring that all assets are marked as belonging to the school.

Full details available in “Schools Finance Policy”
September 2009.
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