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1.1

INTRODUCTION

The purpose of this manual is to act as a guide and reference point for all staff who have a financial
/ budget responsibility within the school, including governors, trustees, senior managers and
budget holders with the aim of ensuring that all resources at the school’s disposal are used
appropriately, whilst at the same time protecting both the reputation of the school and any staff
with finance / budget responsibilities.

The basis of the guidance follows the list of responsibilities contained in the following document....
Academies Trust Handbook 2024

The following is a link to the latest Academies Trust Handbook.
https://www.gov.uk/guidance/academy-trust-handbook

The Academies Trust Handbook sets out the duties and obligations of an Academy Trust which
has a funding agreement with the Secretary of State for Education. The provision of the Handbook
came into effect from 15t September 2024.

Whilst the Handbook effectively tells the Academy what it must / may do by listing all of the
responsibilities of the Trust and its managers, this manual is intended to inform you of your own
responsibilities and the various accounting procedures that need to be followed in this respect of
the roles you are undertaking.

It is very important for all individuals with a finance role to understand that it is PUBLIC MONEY
which is being spent and for that reason it must be used appropriately and for the sole benefit of
the education of the pupils in school.

The school is audited each year by an external body to ensure that this is the case. The
school must be able to demonstrate that all expenditure has been incurred in exercising
its duties to educate its pupils and for no other purpose. Budget resources are scarce and
the resources the school has at its disposal must be used appropriately with due
consideration

In July 2011 Wirral Grammar School for Girls converted to an Academy which provided it with
greater freedoms, following its withdrawal from LA control. With these freedoms however come
greater responsibilities for the school, in managing its own affairs, particularly relating to Finance,
including the hiring of staff, payroll and human resources, pension liability, budgets, VAT, and the
production of annual company accounts etc.

After the conversion to an Academy Trust the school became a charitable company limited by
guarantee. The school is not a registered charity in its own right, but instead exempt for charitable
purposes.

The accountability arrangements for academies are more robust than for maintained schools
and it is very important that the affairs of the Academy Trust finances are managed in a
transparent and effective way.

The Academy Trust is a separate legal entity and capable in its own right of entering into contracts.
As a company the academy trust will be subject to Company Law and to the requirements of the
Registrar of Companies.

This document incorporates the advice and guidance received in the past from Wirral Council,
the Education Funding Agency, and CROWE LLP, the external auditors of the school, and is
supplementary to the Academies Trust Handbook (Sept 2024). Future editions will incorporate
any revisions made to the Financial Regulations, the Academies Trust Handbook, advice and
guidance received from the Academy Trust Auditors (CROWE) and changes made by the
Governing Body.
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This document deals with the school’s management of:

¢ Funding allocated through the Academy Funding agreement (Restricted)
e Income Generation (Unrestricted)
e The school’'s Unofficial “School Fund” (Restricted)

The Academy Trust and the Governors have responsibility for all of the funds shown above, and
they are bound to ensure that their financial arrangements comply with the Funding Agreement
the school has with the Education Funding Agency. This document sets out which of the
governors’ responsibilities will actually be carried out by governors and which will be done by
school staff. In some instances, it is necessary to define specifically which member of staff
performs a certain task, especially having regard to separation of duties. In some instances, the
document says “the Headteacher”, meaning either the Headteacher herself, or someone to whom
she delegates the task, in each case it should be evident who is responsible.

Main Financial Returns for 2024/25

These dates are as follows:

Submission deadlines:

1- Land and buildings collection tool — 7t" November 2024.
2- School Workforce Census — 1st December 2024.

3- 2023 Financial statements — 31st December 2024.

4- Accounts return 30th January 2025.

5- Budget Forecast Return 3-year (BFR3Y) 31st July 2025.

AUDIT

The Academy Trust has responsibility for maintaining a continuous internal audit of the financial
records, operations and systems of the school. The school have appointed external auditors,
whose function is to ensure that the school has suitable accounting arrangements and that value
for money is obtained. The internal auditors from Mitchell Charlesworth have been engaged to
provide the additional scrutiny required by the Academies Trust Handbook.

The school will give both the internal and external auditors access to all records, property, cash,
documents and correspondence relating to any financial or other transactions, and such
explanations as they consider necessary.

The school shall notify the relevant body immediately of all financial or accounting irregularities
or suspected irregularities or any circumstances which suggest the possibility of irregularities
including those affecting cash, stores, property, remuneration or allowances. Similar notification
will be given to the Governing Body and the Academy Trust.

The Headteacher will submit any audit reports relating to the school to the Finance & Audit
Committee/ Governing Body for consideration.

The Headteacher will promptly consider the recommendations in audit reports, and report to the
Finance Committee/Governing Body any action taken by the school as a result of such reports.



41

4.2

4.3
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5.2

STATEMENT OF INTERNAL CONTROL

The following represents the latest statement from the governors regarding internal
controls within the school...

Scope of Responsibility

As governors, we acknowledge we have overall responsibility for ensuring that Wirral Grammar
School for Girls Academy Trust has an effective and appropriate system of control, financial and
otherwise. However, such a system is designed to manage rather than eliminate the risk of
failure to achieve business objectives, and can provide only reasonable and not absolute
assurance against material misstatement or loss.

The governing body has delegated the day-to-day responsibility to the Headteacher, as
accounting officer, for ensuring financial controls confirm with the requirements of both propriety
and good financial management and in accordance with the requirements and responsibilities
assigned to it in the funding agreement between Wirral Grammar School for Girls Academy Trust
and the Secretary of State for Education. He / she are also responsible for reporting to the
governing body any material weaknesses or breakdowns in internal control.

The Purpose of the System of Internal Control

The system of internal control is designed to manage risk to a reasonable level rather than to
eliminate all risk of failure to achieve policies, aims and objectives; it can therefore only provide
reasonable and not absolute assurance of effectiveness. The system of internal control is
based on an on-going process designed to identify and prioritise the risks to the achievement of
academy trust policies, aims and objectives, to evaluate the likelihood of those risks being
realised and the impact should they be realised, and to manage them efficiently, effectively and
economically. The system of internal control has been in place in Wirral Grammar School for
Girls Academy Trust for the year ended 31 August 2024 and up to the date of approval of the
annual report and financial statements.

Review of Effectiveness

The accounting officer, the Headteacher has responsibility for reviewing the effectiveness of the
system of internal control. During the year in question the review has been informed by:

The work of internal audit team

The work of the external audit team

The financial management and governance self-assessment process;

The work of the executive managers within the academy trust who have responsibility for the
development and maintenance of the internal control framework.

The accounting officer has been advised of the implications of the result of their review of the
system of internal control by the Finance & Audit Committee that there are no weaknesses.

GOVERNORS’ FINANCE & AUDIT COMMITTEE
The committee shall consist of a minimum of 5 governors, plus the Headteacher or her
representative. The committee shall have co-opted non-voting members as decided by the

governing body.

The quorum shall be 3 governors, including the Headteacher or if the governing body have agreed
her representative.
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8.1

8.2

8.3

The committee shall meet at least once per term. Members shall be given at least 7 day- notice
of a meeting. Minutes will be kept of all meetings and reported to the next full meeting of the
Governing Body.

The terms of reference of the Finance & Audit Committee are as agreed and are shown at Annex
A

DELEGATION TO THE HEADTEACHER

Delegations to the Headteacher are reproduced at Annex D.

ASSET CONTROL

The Headteacher shall ensure that sound arrangements are in place for the security of all
buildings and ensuring that an inventory is kept of all the equipment, furniture etc.

A reconciliation will take place between the information contained on the Asset | System and the
log of items recorded for PAT Testing purposes, as well as any other independent checks deemed
appropriate to ensure that an accurate record of all assets of the school is maintained.

Although the school is a PFI school and does not own the building, or many items within, the
school will ensure that inventories owned by itself shall be maintained and regularly checked.
They shall record an adequate description of furniture, fittings, equipment, plant and machinery.

Property shall not be removed otherwise than in accordance with the school’s business or used
otherwise than for the school’s purposes, except in accordance with any specific directions issued
by the Headteacher.

A record of all items of equipment borrowed from school should be maintained and used for official
purposes only.

The disposal and write-off of obsolete, damaged or surplus equipment and the write-off of lost
equipment that belong to the school, shall be arranged by the Headteacher and reported to the
Finance & Audit Committee/ Governing Body. The method of disposal of any surplus, damaged
or obsolete equipment which has a value shall be such as to ensure maximum income to the
school and openness: all such sales shall be reported to the Finance & Audit Committee/
Governing Body.

ORDERS AND CONTRACTS

The school will use a revised model for standing orders in respect of contracts for the supply of
goods and services and these shall be complied with at all times. These are reproduced at Annex
G

Delegated authority to incur expenditure on any goods or services related to the objectives of the
school are in accordance with the decision of the Governing Body at its meeting of 4" December
2013. See also Annex G

The school will consider the use of an approved list of contractors for its supply of goods &
services.
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RELATED PARTY INTERESTS

Academy Trust members, Governors and members of staff shall disclose to any meeting of the
Governing Body or committee that he/she has a pecuniary interest directly or indirectly in any
contract, proposed contract or other matter under consideration and shall be excluded from that
meeting whilst the matter is being considered.

At the beginning of each year all staff with financial responsibilities will be asked to complete a
Related Party Interest Form. These completed forms should be held by the Business & Finance
Manager.

BUDGETARY CONTROL

The school will formally link the objectives within the School Development Plan with the budget.
The timetable for reviewing progress, amending plans and formulating of the budget will be in
accordance with Annex J

The Headteacher will exercise virement only in accordance with the powers delegated to her by
the Governors. All such movements will be reported retrospectively to the Finance Committee.

The Headteacher will obtain the prior approval of the Governing Body/Finance & Audit Committee
to vire sums in excess of those delegated to her.

The Business & Finance Manager will profile the annual budget of income and expenditure over
the months using realistic expectations. Only where there are no such expectations, or where
they are not appropriate, will the annual budget be apportioned on the basis of one twelfth of the
total per month.

The Headteacher will ensure that the school maintains a list of authorised signatories, which
records the areas of responsibility. The current list is shown at Annex K

REPORTS

Every term the Business & Finance Manager will provide all budget-holders with details of their
spending to date, committed expenditure and balance remaining. All budget-holders will examine
their return and any disputes/discrepancies should be reported to the Finance Officer(s). All
returns should be agreed within 10 working days and signed by the budget-holder.

The Business & Finance Manager will prepare a Budget Monitoring Report a Balance Sheet and
Cash Flow Statement each month for all members of the Governing Body. A separate report will
be presented for every Finance & Audit Committee meeting. A brief commentary will accompany
each report and written explanations given to Governors of any significant variations from the
original budget agreed by Governors.

A separate analysis of payroll costs, with variances at individual employee level will also be
provided to the Headteacher each month.

FINANCIAL PROCEDURES AND CONTROLS
The Co system will be used for modelling and setting the budget, generating orders and recording

income and expenditure, with the exception of School Fund which will only be reported at a high
level in Civica, but in detail on Tucasi.



It is important that prior to engaging the service of a supplier that the budget holder follows
the correct ordering procedures. In a circumstance where this is not possible, then the
budget holder needs to discuss the reason why with the Finance Team before the
commitment is made. Budget Holders need to:

Consider the nature of the supply.

Investigate alternative suppliers to ensure VfM is obtained.

Determine how much will it cost.

Ascertain whether you need three verbal / written quotes etc.(See separate section).
Complete & get signed a WGSG purchase requisition form.

Apply the same principles to Credit Card purchases.



A — Requisition Forms

11.2

Budget holders must use the school’s official paper requisition form to request that an official
purchase order is raised on the Civica system so that good & services can be ordered from a
supplier.

The requisition forms can be obtained from the Finance Officer.
A copy of the Requisition Form is shown in Appendix H

Budget holders will be asked to confirm that they have considered & sought best value in respect
of the goods & services being ordered and their associated price.

Each requisition form will require a Cost Centre & Nominal Ledger code to be provided.

All requisition for goods & Services > £1,000 but < £5,000 require the budget holder to obtain 3
verbal quotes. The Requisition Form will ask the Budget Holder to confirm that this has taken
place, and this section of the form should be completed by the signatory to confirm that this is the
case.

For All requisition for goods & Services > £5,000 approval must be sought from the Headteacher
before these orders can proceed.

All requisition for goods & Services > £5,000 < 50,000 require the budget holder to obtain 3
written quotes. Evidence of these quotes must be attached to the requisition form by the budget
holder.

For all expenditure > £50,000 a full tendering process needs to be undertaken.
Details are contained in Annex G.

Requisitions Forms can only be authorised by:

Business & Finance Manager cannot authorise any requisition forms.
Budget holder — Only for their area of responsibility £5,000

Deputy Headteachers — All spend up to £10,000

Headteacher — All spend up to £50,000

Members of Finance & Audit Committee >£50,001

Members of the Governing Body > £50,001

B - Official Purchase Orders

11.3

1.4

Only once the requisition forms have been checked and authorised will official school Purchase
Orders be raised.

Official Purchase Orders can only be raised using the Civica system.
The financial system is set up so that:

Orders can only be entered and amended by:
e The Finance Officer(s)

Paul Aitchison will sign all Purchase Orders < £10,000
Any purchase orders > £10,000 must be signed by the Headteacher (Mrs Ogunmyiwa).

In his absence or in exceptional circumstances, Mrs De Boorder as Senior Deputy Headteacher
can authorise the purchase orders but only up to a limit of £10,000.

10



11.6

11.8

Official Purchase Orders shall be used only for the purchase of goods or services for the school
itself, and in no circumstances can orders be used for any other purposes.

Requests for the supply of work, goods or services placed as a matter of urgency, other than by
written orders, will be confirmed by an official order despatched to the supplier not later than the
next working day; all such orders will be clearly marked “Confirmation Order Only”, and where
applicable “Goods Already received” will be added.

Good Practice Advice with regards to Purchase Orders

Retrospective orders are not permitted, so as far as is reasonably practical please raise a
purchase requisition, as this will ensure that the commitment is recorded correctly in the
accounting system, and that the supply of goods & services has been authorised.

Ask for help in advance from any of the Finance staff, if required.

Check with the Finance staff whether or not you are planning to use a new or existing supplier
as they may have to be set up on the system to facilitate processing / payment.

The credit card can only be used in an emergency situation when the normal requisition process
cannot be followed.

If you plan to order on behalf of a number of different departments then make this clear on the
requisition form or else there is the risk that just one department being charged with the full cost
of the order instead of it being split amongst a number of cost centres.

Please identify clearly whether or not there is any VAT relating to this charge as in most cases
we will be able to recover this sum.

Other than requesting quotes, do not make any other commitment with the supplier without
following the approved process.

If the service you require involves individuals claiming payment as a self- employed person,
then please speak to the Finance Staff to seek the appropriate advice.

Good Practice Advice with regards to booking CPD / Training
The steps to follow are
e Speak with your Head of Department

e Raise a requisition as you would do with any other purchase. If in doubt please speak with
members of the Finance team.

o Take the completed requisition to Laura Frowe (Deputy Headteacher) who will approve or
not based on certain criteria.

e Speak with Helen Bush / Heather Fletcher to arrange cover etc.

e Return the completed / signed requisition to Finance who will then arrange for your to be
booked onto the appropriate course

e Once you have attended the course please e-mail Laura Frowe about how the course had
helped you in your teaching & planning.

11
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11.10

11.11

11.12

11.13

11.14

11.15

11.16

11.17

11.18

Delivery of Goods/Services

On arrival of a good'’s delivery will generally be signed for in bulk by the caretakers, reception
staff. It is the responsibility of the Budget Holders to check the contents of the packages. Please
sign the delivery note and remember to forward it to the Finance Team.

Authorisation of Payment

On receipt of an invoice, the Finance Officer(s) will stamp it requesting that the invoice is
authorised and that the amounts are correct. In the case of supply of goods or services where
there is no delivery note, the Finance Officer(s) will require the budget-holder to certify that the
goods have been delivered, or service provided, before making payment.

The Finance Officer(s) will ensure that all boxes on the invoice voucher have been initialled by
persons with appropriate authority, having regard to segregation of duties, only then will
authorisation procedures commence on Civica.

The financial system is set up so that:

Invoice details can be entered by:
e The Finance Officer(s)
e The Business & Finance Manager

Authorisation of invoices for payment can only be made by:

¢ Business & Finance Manager cannot authorise any requisition forms.
Budget holder — Only for their area of responsibility £5,000

Deputy Headteachers — All spend up to £10,000

Headteacher — All spend up to £50,000

Members of Finance & Audit Committee >£50,001

For the following items of expenditure a specific process needs to be followed.

It is recommended that the Business & Finance Manager e-mails a pdf copy of the relevant
invoice to the Chairs of both the Governing Body and the Finance & Audit Committee seeking
their approval of the payment of the relevant charges and thus authorising the Headteacher to
process the payment accordingly.

e All PFI charges — Monthly Charges circa: Main PFI £75k and Affordability Gap invoice £41k
¢ Any other invoice with a value > £50,000

Cheques

The Finance Office is responsible for ordering cheques from the bank (s).

A manual record of cheques held will be updated as soon as a new supply of cheques is received,
and the record will also record cheques issued and spoiled. The cheque control record will be
maintained by the Finance Officer(s) and will be checked and certified periodically by the Business

& Finance Manager.

The security of the cheques is the responsibility of the Finance Officer(s) and the Business &
Finance Manager. Cheques will be stored in a secured cabinet except when actually in use.

Cheques will be prepared for signature by the Finance Officer(s).

In respect of the two current accounts the following are the current bank signatories.

12
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11.20

11.21

11.22

11.23

A - Lloyds — Main School Budget Current Account
B - Lloyds — School Fund Account

1 —J Ogunmyiwa (Headteacher) - Full

2 — E De Boorder (Senior Deputy Headteacher) - Limited
3 - L Frowe (Deputy Headteacher) — Limited - Limited

4 — M Mc Sweeney (Assistant Headteacher) - Full

5 — H Bush (Headteachers PA) - Full

Lloyds — Open credit Facility

1 —H Bush

2 — C Wynn-Green
3 - N Gonzalez

4 — H Fletcher

5 — M White

The bank requires all cheques to be signed by two people nominated on the mandate and
cheques for sums greater than £10,000 must be signed by the Headteacher as one of the two
signatories required. Any cheques > £50,000 will require the prior written approval of a member
of the Finance Committee. The Finance Officer(s) will present cheques for signature with delivery
note(s)- if available/applicable, order(s) and invoice(s) attached. The first person to sign will match
the cheque total to the documentation provided before signing the cheque and initialling the
cheque stub/counterfoil. The second signatory will also initial the cheque to verify that the detail
matches that on the supporting documentation.

If a cheque appears to be lost the Business & Finance Manager shall immediately:

o Write to the bank authorising the cheque to be stopped. The letter will need to be signed by
two of the authorised signatories listed above.

¢ Inform the police and Accounting Officer if misappropriation or other irregularity is suspected
¢ Obtain indemnities from the payee before issuing a replacement cheque

The Business & Finance Manager shall ensure that the original cheque is not subsequently paid
by the bank.

If a cheque should be returned to school for any reason, the Finance Officer(s) will inform either
the Headteacher or Business & Finance Manager, and will make arrangements for appropriate
action to be taken; whichever of the two is informed will ensure that the agreed procedure is
carried out.

BACS
BACS runs will be prepared for authorisation by the Finance Officer(s).

The bank requires all BACS runs to be authorised by two people nominated on the mandate. The
Finance Officer(s) will present BACS runs for authorisation with delivery note(s) where applicable,
order(s) and invoice(s) attached.

The online Commercial Banking service is used to process the weekly BACS payment.
The first person to authorise will match the BACS run schedule to the documentation provided
before authorising and initialling the schedule.

We currently have three senior managers set up as Commercial Banking (on line) users.
1- Elizabeth De Boorder

2- Sara Wheelock

3- Mike Mc Sweeney

13



11.24

11.25

11.26

11.27

11.28

11.29

11.30

11.31

The second authoriser will also initial the schedule to verify that the detail matches that on the
supporting documentation and actually make the BACS transfer.

Direct Debits

All new direct debit authorisations will need to be signed by the Headteacher and one other of the
authorised signatories to the bank account.
The following is a list of all direct debits on the school’s bank account:

Details Amount

Wirral Council (Payroll) Varies each month
HMRC (Vat etc) Varies each month
OT Mobile Phones Same each month
FASTAG Varies each month
AllStar Varies each month
Credit Card Varies each month
Income

The Business & Finance Manager will maintain a list of sources of income which are to be
regarded as restricted income and those regarded as school fund or other named fund
(unrestricted). The list is shown at Annex L. The school will continually investigate funding
opportunities.

Letting of the school building will be in accordance with the Governors’ lettings policy and scale
of charges. The current scale of charges is shown in Annex M. The Finance Team will ensure
completion of the school’s formal lettings agreement in all cases and ensure that all users have
suitable insurance.

Where appropriate the Business & Finance Manager /Finance Officer(s) will raise a debtor invoice
for sums due to the school.

Allincome will be received by the Finance Officer(s), who will arrange for the income to be banked
promptly.

The sales ledger will be reviewed each month by Finance Officer(s). Any unpaid invoices will be
identified and the debtor contacted and requested to make prompt payment. Details of any follow
up action, including telephone conversations, will be recorded. Once the debt becomes more than
two months overdue the Finance Officer(s) will refer the matter to the Business & Finance
Manager who will formally write to the debtor requesting immediate payment. In serious cases of
non-payment the Headteacher will refer the matter to the Governing Body/Finance & Audit
Committee (see Annex | for Debt Management Policy).

Bank Reconciliation

All reconciliations will be carried out by the Business & Finance Manager at least monthly.

Petty Cash

A petty cash imprest account will be operated by the Finance Team. All cash will be kept in a
secure place when not in use. The imprest holder will balance the petty cash account each week.
The Headteacher, or other nominated person, will be responsible for carrying out no fewer than

6 (six) independent checks per annum on the account. All cheques will require two signatures.

All reimbursements from petty cash must have a valid receipt to substantiate the claim. No
payments can be made from petty cash if this is not the case. The Headteacher, Deputy

14
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11.33

Headteacher or cost centre manager will need to sign all petty cash vouchers and in the case of
the any Headteacher claims, these will need to be signed by the Senior Deputy Headteacher.

The maximum amount that can be reimbursed from any single Petty Cash transaction is £50
The only possible exceptions to the above are...
o Diesel for the minibus.

Every attempt should be taken to use the normal requisition / purchase order process and
petty cash should be used in exceptional circumstances.

Credit Cards

The school credit cards will be used in accordance with Audit guidelines. Each credit card holder
will be required to sign a credit card agreement / indemnity statement to accept the conditions of
use.

The Credit cards must be stored in a safe at all times other than when they are actually being used.
The School currently has two credit cards both in the name of the Headteacher...

e Lloyds Bank Business Charge Card (Main Account) — For School Budget expenditure
Limit is £10,000

e Lloyds Bank Business Charge Card (School Fund) — For School Fund Related
expenditure Limit is £10,000

It is important that these credit cards are only used...

¢ In exceptional circumstances

e For Academy business only & in no circumstances must it be used for personal use.

e That value for money is sought from the transaction

e Payment of the outstanding balance is processed by Direct Debit so that the use of the
credit cards does not conflict with any restrictions on borrowing set out in our funding
agreement.

¢ Inall cases the Headteacher’s prior approval must be sought and a satisfactory explanation
provided as to the request for its use on the Credit Card Proforma.

e The completion of the Credit Card proforma and the signature of the Headteacher, obtained
prior to the commitment of the expenditure will be deemed as appropriate authorisation for
all Credit Card Transactions, rather than the submission of the actual invoice itself.

Pay Pal
The school has a business PAY PAL Account.
It is linked to the Credit Card so any payments relating to it are charged to the School’s Credit card.
PAY PAL is only used in exceptional circumstances when a supplier we might be engaging with,
requires us to use a PAY Pal Account to pay for the good & services, and there is no other option
available.
Please use the same processes for PAY PAL that apply for the Credit Card above.

Alterations to Documents

Any alterations to any cheques, invoices or financial records will be made in permanent form, so
that the original and altered version is clearly visible.

15
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13.

131

13.2

14,

BUDGET HOLDERS SUMMARY / INDUCTION / WORKSHOPS

On a regular basis training should be provided to budget holders and new staff covering
the following topics and any updates....

Overall Budget Information / Background.
Financial year (Sept to August).

Budget Allocation & Delegated Limits.
Monthly Commitment Reports.

Raising requisitions — Completion of forms.
Order totals / Quotes / Vfm.

Receipt of goods / Payment of an invoice.
Payment of Non employees of the school.
Photocopying Charges.

Booking for training courses

Mileage Allowances / travel claims
Pecuniary Interest

School Fund transactions / coach bookings
School Minibus bookings

SECURITY

Safe keys will be held by the Finance Team, Business & Finance Manager, and will be removed
from the premises when they leave.

The Finance Team will maintain a safe contents log which will show the date the item was left, a
description of the item, amount held if cash (limited at £3,000) and the name of the person
responsible for leaving the item; he/she will update the record when items have been permanently
removed from the safe. The Business & Finance Manager will be responsible for periodically
checking that the log is up to date.

FINANCIAL SOFTWARE SYSTEM SECURITY
CIVICA

The Civica package and data is hosted on an internal virtual Admin Server. The SQL database is
only accessible by administrators and the software and data is installed to a folder called
RES32000. Members of the Finance group can only access the folder. The current members are
C Wynn-Green, N Gonzalez and M White.

The Civica data is backed up using Microsoft Azure Backup Server (MABS). The data is backed
up to the MABS server and to the Azure cloud.

The client software is installed on three Admin computers which are situated in the finance office
and used by CWynn-Green, N Gonzalez and M White who have their own individual logins with
the appropriate permissions to the software.

Civica client cannot be accessed from any other computer.

Apart from the 3 finance office users, Civica (the company) can access the system remotely at
the request of the school.
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15.

151

15.2

15.3

15.4

16.

16.1

16.2

16.3

16.4

16.5

TUCASI

The Tucasi software is hosted externally by Tucasi Limited who are responsible for updating
and backing up the system.

The client software is installed on four admin computers used by C Wynn-Green, N Gonzalez,
M.White and A Robinson who each have their own individual logins with the appropriate
permissions to the software. A user called administrator is used to update and perform any
administrative task when required by J Rose (Network Manager).

PAYROLL

The Headteacher / Business & Finance Manager will notify the HR/Payroll provider (Wirral
Council) of staff appointments, termination of employment, promotions and additional scale points
awarded. All paperwork associated with the above needs to be signed by the Headteacher.

All timesheets and overtime claims will be signed by the Headteacher and only in exceptional
circumstances by the Business & Finance Manager.

Each month the BACS payment has to be authorised before the payroll is processed by the
Payroll provider (Wirral Council). This should be undertaken by the Business & Finance Manager
& countersigned by a member of the Senior Management Team. With the short turnaround
required by the Payroll provider these checks will be limited to a reasonableness check, with a
final check once all payroll data is available as part of the budget monitoring process.

The Business & Finance manager will check each month that the payroll data for all staff is
accurate by ensuring that gross pay agrees to contract, and that all staff paid are valid. This will
be undertaken as part of the normal budget monitoring process.

The Business & Finance Manager will check each month the payroll expenses charged against
the school’s budget, and arrange for all necessary adjustments, with regard to under/over
charges, to be effected. He will sign and date the record to signify that the checks have been
carried out. This must be countersigned by a member of the Senior Management Team.

CASUAL STAFF / SUPPLY TEACHERS / NON EMPLOYEES OF THE SCHOOL

The Headteacher will be responsible for the recruitment of any casual staff / supply teachers and
determining the associated cost will be funded e.g. supply budget, insurance or other source.

The Business & Finance Manager will collate all associated staffing notification forms and arrange
for their authorisation and despatch them to the HR/Payroll provider.

The Business & Finance Manager will maintain a record of all supply teachers engaged and keep
a copy of all timesheets/invoices submitted for payment. The record will detail the date, the name
of the supply teacher and the number of hours worked.

Each month the Business & Finance Manager will check his/her record of casual staff / supply
teachers to ensure that the charges made against the school's budget agree with the cover
actually received.

For payments made to “non employees” of the school, careful consideration must be made to
ascertain their correct employment status as it is possible that the school will be liable for any
unpaid tax & national insurance contributions if a wrong assessment is made or if assurances
have not been made that these individuals will be making their own declarations to the Inland
Revenue.
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16.6  This advice relates to any payments not processed through the payroll and includes payment to
consultants, peri-teachers and other “self-employed” individuals.

17. MILEAGE EXPENSES AND ALLOWANCES

171 Currently all claims for payment, which are to be made through the payroll, must be completed
on line using Wirral Council’s Self Serve System (see Annex O). Any claims will be authorised
on line by the Business & Finance Manager once the approval of the Headteacher has been
sought.

Details of the Self Serve system are provided elsewhere in this manual.

17.2 The certifying officer shall be satisfied that the expenses:
e Were properly and necessarily incurred on the school’s behalf
e Comply with the school’s rates have been calculated correctly
e Have not been previously passed for payment.

17.3 No member of staff will be allowed to authorise their own claim for the payment of expenses. All
claims will be authorised by a more senior person. The Headteacher’s claims will be signed by a
Deputy Headteacher.

18. INSURANCE

18.1 The Headteacher is responsible for the school’s insurance strategy which identifies the risks
facing the school, the types of insurance cover to protect against these risks and the level of cover
proposed.

18.2 Wirral Council currently tender for the school and Zurich Insurance provide the cover.
This strategy will be considered and approved each year by the Governing Body/Finance
Committee.

18.3 All staff will immediately notify the Headteacher of any loss, liability or damage or any event likely
to lead to a claim, and the Headteacher will take such action as necessary to satisfy any insurance

condition.
19 SCHOOL FUND -
19.1 Banking and administrative arrangements for School Fund will be kept separate from the school’s

official budget, and will be in accordance with the advice received from the school Auditors. The
Tucasi software package will be used and this ensures that a clear and accurate audit trail exists
for each transaction. The same accounting standards and control which exist for official funds are
also required for unofficial school funds. This includes providing periodic monitoring reports for
the Headteacher and for Governors at scheduled meetings. Statements are also to be provided
by the Finance Team to budget holders on request.

19.2 The Finance Team is responsible for the day-to-day operation of the fund, and will reconcile the
account each month. School Fund proformas are used to assist with administering the School
Fund and these record journals/transfers, authorise new cost centres and assess/review the
viability of school trips. The School Fund accounts are included in the monthly budget monitoring
report provided to all members of the Governing Body.

19.3 The following income / expenditure activities are administered through the School Fund
¢ Donations from parents

Charity collections

School Uniform

Trips / Educational activities

Locker keys
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19.4

19.5

19.6

19.7

19.8

e Exam Fees

e Revision guides / workbooks / Dictionaries

e Concert/ Shows (Dance / Music)
The following is an extract from a separate note already provided to staff in the daily
update.

“Before staff enter into any agreements with a third party, or send out letters to parents concerning
trips or the purchase of any specific items available to them (books calculators etc), please speak
to Michelle White in the Finance Office.

This will ensure that any instructions given to parents can be supported by the Finance Team and
avoid any potential confusion for all concerned.

Please ensure that all costing are accurate as they can possibly be, to ensure that there is no
requirement to refund parents. The refund process can be very time consuming.

For 2023/24 the Finance Office will only refund parents if the amount owing at the end of the trip
is greater than £25 per pupil.

All foreign trips and larger UK residential trips will be required to add a 5% administration fee on
top of the costings. This will be used to cover the cost of the specific IT system used (TUCASI),
transactional costs, Evolve and some staff related expenses.

With regards to expenditure relating to trips there is the following to consider:

Coach bookings

Travel Company / operator costs
Venue Hire

Rail costs

As far as possible, for all coach bookings, three quotes will be sought by the Finance Team and
these will be provided to the trip leader for a decision to be made on which company to be used.

Regarding Travel Company / Tour Operator costs, trip leaders are expected to consider
alternative providers where possible. As the details are provided to parents to make a choice
about the trip, at no cost to the school, this is not regarded as an essential requirement if reliability,
previous experience etc of using a particular provider influences the final decision. The same
principle applies to venue hire for Dance shows &amp; large performances. We have to
demonstrate to the auditors that we have achieved Value for Money

All invoices that are submitted to the school in respect of School Fund activities will be need to be
authorised by the relevant trip leader. The appropriate member of staff needs to check the invoice
regarding the charges raised to ensure that they are correct”

Any invoices that are submitted to the school in respect of School Fund activities will be initialled
/ signed by the trip leader. The relevant paperwork will be attached to a School Fund Payment
Request Form and then authorised by the Headteacher.

Every effort should be made to ensure that no balance remains on a school trip. Estimates should
be checked to ensure that they are as accurate as they can possibly be before letters are issued
to parents requesting contributions from them.

The fund is audited each year as part of the annual external audit undertaken of all of our accounts
by Crowe LLP.

All money is handled within the following account: The mandate for the School Fund Account is

the same as that for the Lloyds current account.
e Lloyds - School Fund Account
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19.9

19.10

20.

201

20.2

20.3

20.4

20.5

20.6

20.7

All cheques require two signatures from a list maintained by the Headteacher.

We are actively promoting an on-line payment system for all school fund transactions. Only in an
emergency situation will cash be accepted. In those circumstances a receipt will be issued.

RETENTION OF RECORDS

In order to comply with legal requirements and the needs of Internal and External Audit and
Customs and Excise, records are to be retained normally for the current year plus six previous
years. The Business & Finance Manager /Finance Team will be responsible for the storage of
records.

The following list of records to be retained is not meant to be comprehensive, but includes the
most common type of financial documents to be retained by the school. Records not shown in the
list below will only be disposed of after consultation with the school auditors.

Bank Account Details

Bank Statements
Bank Reconciliations
Correspondence with the Bank

Cheques

Stock record of cheques/cheque books
Paid cheques and counterfoils
Cancelled cheques and counterfoils
Spoiled cheques and counterfoils

Income

Copy receipts

Receipts

Copy bills

Bank paying-in books

Record of cheques banked showing the drawer of the cheque and the amount
Record of payments into the account from unofficial school funds

Petty Cash

Record of expenditure

Record of reimbursements
Receipts/invoices/vouchers for expenditure incurred
Petty cash reconciliations

Accounting Information

Listing of paid invoices
Invoices from suppliers
Copy requisition )
Copy orders )
Copy delivery notes ) (cross referenced to invoices)

Copy monthly accounting returns to DfE, ESFA etc

Journals
Remittance Advices

20



20.8 Payroll

Copy Notifications of Permanent/Temporary amendments to payroll data
Copy timesheet/overtime claim forms

Record of supply teacher claims

HMRC and Pension returns

Payments to third parties

20.9 General
*Tenders and successful quotations - 12 years - Statute of Limitations (formal contracts)

Contract documents (not under seal)
Insurance policies
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ANNEX A

WIRRAL GRAMMAR SCHOOL FOR GIRLS
TERMS OF REFERENCE
FINANCE AND AUDIT COMMITTEE

Membership a) The committee shall consist of not less than five named governors (annually

elected by the Governing Body) plus the Headteacher or her representative.

b) The committee shall have such co-opted non-voting members as
decided by the governing body. The committee may make
recommendations for these appointments.

c. Any governor failing to attend 3 consecutive meetings without the agreement of
the other governors for their absence will result in that governor being
disqualified.

Quorum The quorum shall be three governors including the Headteacher or, if the governing

body have agreed, her representative.

Meetings The committee shall meet once per term and otherwise as required.

Terms of Reference - (Amended to include both Finance & Audit)

1.

10.

11.
12.

To consider the academy’s indicative funding, notified annually by the DfES, and to assess its implications
for the academy, in consultation with the Headteacher, in advance of the financial year, drawing any
matters of significance or concern to the attention of the governing body.

To consider and recommend acceptance/non-acceptance of the academy’s budget, at the start of each
financial year.

To contribute to the formulation of the academy’s development plan, through the consideration of financial
priorities and proposals, in consultation with the Headteacher, with the stated and agreed aims and
objectives of the academy.

To receive and make recommendations on the broad budget headings and areas of expenditure to be
adopted each year, including the level and use of any contingency fund or balances, ensuring the
compatibility of all such proposals with the development priorities set out in the development plan.

To liaise with and receive reports from the staffing/remuneration and curriculum committees, as
appropriate, and to make recommendations to those committees about the financial aspects of matters
being considered by them.

To monitor and review expenditure on a regular basis and ensure compliance with the overall financial
plan for the academy, and with the financial regulations of the DfES, drawing any matters of concern to
the attention of the governing body.

To monitor and review procedures for ensuring the effective implementation and operation of financial
procedures, on a regular basis, including the implementation of bank account arrangements and, where
appropriate to make recommendations for improvement.

To ensure that the financial statement is prepared to form part of the annual report of the governing body
to parents and for filing in accordance with Companies Act and Charity Commission requirements.

To receive auditors’ reports and to recommend to the full governing body action as appropriate in
response to audit findings.

To recommend to the full governing body the appointment or reappointment of the auditors of the
academy.

Review lettings policy.

To assist the governing body and Headteacher to discharge their responsibilities on all matters relating
to the school premises, grounds and security.
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13.

14.

15.

16.
17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

Annually to inspect the buildings, grounds and equipment and prepare a statement concerning
maintenance and development of these for approval of the governing body, and a monitored list of
priorities.

To ensure that the school complies with health/safety regulations and that procedures are in place for the
regular monitoring of these.

To ensure that governors’ responsibilities are discharged regarding litter under the Environmental
Protection Act 1990.

16To ensure any necessary liaison with WSSL and DALKIA.

To approve the Financial Handbook and recommend to the Governing Body that the Financial Handbook
is adopted.

Headteacher to be given the delegated powers of signing the PFI invoices Terms of Reference

To review the effectiveness of financial and other control systems

To ensure that all losses greater than 1% of the Academy turnover (income) have been properly
investigated and reported as appropriate

To oversee the academy’s policy on fraud and irregularity.
To oversee the academy’s corporate governance arrangements.

To monitor the implementation of approved recommendations relating to both Responsible Officer and
the External auditors.

To monitor the effectiveness of the RO and External auditing service and to promote co-ordination
between the two.

To monitor the academy’s arrangements to secure value for money.

To advise the governing body on risk management.

Becoming familiar with the concepts and requirements of risk management.

Acting as a catalyst for risk management activity across the academy.

Ensuring appropriate audit work on risk management.

Collecting information on risks and risk management.

To advise the governing body on the appointment and responsibilities of Internal Audit.
To consider and advise the governing body on the audit needs assessment.

To consider and advise the governing body on any Internal Audit reports, which should include an
opinion on the degree of assurance that can be placed on the system of internal control.

To advise the governing body on the appointment and remuneration of external auditors and the scope
of their work (in line with Academies Trust Handbook reporting requirements).

To work with the External auditors on the nature and scope of the audit as necessary.
To consider and advise the governing body on the External auditors Financial Statements and
Accounting Reports.

To consider the academy’s financial statements as appropriate

To receive and review relevant reports relating to audit.
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ANNEX B
WIRRAL GRAMMAR SCHOOL FOR GIRLS
TERMS OF REFERENCE

STAFFING COMMITTEE

Membership:

a) The committee shall consist of not less than three named governors
annually elected by the Governing Body) plus the Headteacher or her
representative if the governing body agree to such an invitation.

b) The committee shall have such co-opted non-voting members as
decided by the governing body. The committee may make
recommendations for these appointments.

c) Any governor failing to attend 3 consecutive meetings without the
agreement of the other governors for their absence will result in that
governor being disqualified.

Quorum The quorum shall be two governors plus the Headteacher or, if the
governing body have agreed, her representative.
Meetings The committee shall meet once per term and otherwise as required.

This committee shall be responsible for ensuring that in fulfilling their terms of reference no employee
encounters direct or indirect discrimination on the grounds of gender, disability, race or age

discrimination. This committee should take full account of:

Sex Discrimination Act 1975
Race Relations Act 1976
Disability Discrimination Act 1995
Age Discrimination 2006

Terms of Reference:

1. To arrange to consult formally with members of staff as appropriate on personnel matters.
2. To review the staffing structure in relation to the school’s overall Development Plan.
3. To recommend for adoption by the governing body criteria and procedures for dealing with discipline

and grievance.

4. To recommend to the governing body criteria and procedures for dealing with redundancy.

5. To regularly review those criteria and procedures established under (3) and (4).

6. To ensure that clear job descriptions exist;

7. To minute and report without comment or discussion to the next meeting of the governing body as a

confidential item decisions or recommendations of the Staffing Committee. (In order to protect the
appeals procedure).

8. To require the Headteacher to advise annually the governing body and staff that the staffing structure
and organisation have been finalised for the school year following the conclusion of any appeals.

9. To review the relevant policies as related to Staffing.
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Membership

Quorum

Meetings

ANNEX C

TERMS OF REFERENCE

PAY COMMITTEE

a) The committee shall consist of not less than three named
governors annually elected by the Governing Body) plus the Headteacher or
her representative if the governing body agree to such an invitation.

b) The committee shall have such co-opted non-voting members as decided by
the governing body. The committee may make recommendations for these
appointments.

c) Any governor failing to attend 3 consecutive meetings without the agreement of
the other governors for their absence will result in that governor being
disqualified.

The quorum shall be two governors plus the Headteacher or, if the
governing body have agreed, her representative.

The committee shall meet at least twice per year and otherwise as
required.

This committee shall be responsible for ensuring that in fulfilling their terms of reference no employee

encounters direct or indirect discrimination on the grounds of gender, disability, race or age

discrimination. This committee should take full account of:

The Equality Act 2010

Terms of Reference:

1.

Implement the governing body’s “Whole School Pay Policy”

(i)

(ii)

(iif)

(iv)

(v)

(vi)

(vii)

(viii)

to agree the Pay Policy, after consultation has taken place with staff and their professional
association/trade union representatives and amendments in the light of comments received and
to inform staff that the Policy has been adopted.

to work to meet the aims of the Whole School Pay Policy;

to ensure that the policy relating to teachers' salaries complies with legislation and that policy
relating to support staff takes account of national and local conditions of service;

to operate within statutory pay frameworks, both national and local agreements and within
employment legislation ensuring compliance with the Equality Act 2010.

to try to ensure that the Pay Policy meets the needs of the school to recruit, retain, develop and
motivate staff;

to decide how information concerning temporary and acting allowances, vacant posts and all
other allowances and enhancements to salary shall be made known to staff including those on
maternity leave, adoption leave, secondment or long-term sick leave;

to have regard to the need for proper pay relativity within the school and to monitor the overall
distribution of awards and the impact of the Pay Policy;

to recognise, within the salary structure, increased responsibility, whether temporary or
permanent;
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2.

(ix)

(xiii)
(xiv)

(xv)

(xvi)

(xvii)

(xviii)

(xix)

(xx)

(xxi)

(xxii)

(xxiii)

(xxiv)

(xxv)

(xxvi)

to determine the policy in relation to discretionary awards and to identify criteria to be used when
discretionary awards are made. Such awards will be made in a fair, objective, open and
accountable manner;

to ensure that the reasons for discretionary awards are clearly minuted and to determine what
provision should be made in the school’s budget for discretionary awards;

to inform staff that discretionary payments will only be awarded at the time of the annual review
of salaries, unless exceptional circumstances justify an award at another time;

to determine whether recruitment incentives and benefits should be offered to new or existing
teachers and if so their nature, value, duration and the circumstances in which they will be paid
having regard to para. 50 of the STPCD 2011.

NB: Under the STPCD teachers are not able to receive ‘honoraria’ payments in any
circumstances.

to ensure that clear written job descriptions exist;
to ensure that detailed records are kept of all matters relating to salaries;

to ensure that staff are aware of the procedures for presenting their case for review to the Pay
Committee;

to consider recommendations from the Headteacher about pay awards on the basis of the Pay
Policy and the school’'s budget;

to ensure that the staff know the procedure whereby an appeal may be made to the Appeals
Committee against pay decisions and related matters (e.g. performance management,
threshold assessment);

to work closely with the Finance & Audit Committeein agreeing the annual salary budget,
ensuring that when new appointments and awards are made, provision is made in the school’s
budget;

to arrange the annual review of staff salaries as required by legislation, for staff not covered by
the Performance Management process;

to decide upon movement of post threshold teachers on the Upper Pay Spine, based on the
recommendations of the Performance Management Reviewer and the Pay Policy;

to arrange for the annual review of the Pay Policy in full consultation with the staff;

to determine the pay of the Headteacher in accordance with STPCD statutory regulations;

to minute and report without comment or discussion to the next meeting of the full Governing
Body as a confidential item decisions of the Pay Committee. (In order to protect the Appeals

procedure);

coincidental to formal written salary statements to all staff to advise that a staffing structure
describing each post, its salary range and pay point is available for perusal;

to direct the Headteacher to advise the Governing Body and staff that the staffing structure and
organisation have been finalised for the school year following the conclusion of any appeals;

to ensure that procedures required by the Education (School Government) Regulations 1989
(and as subsequently amended) are complied with, especially with regard to agenda and
minutes.

To review the relevant policies as related to Pay.
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ANNEX D

Delegated powers of Headteacher:

Delegated powers are to:

1.

2.

9.

Ensure that the financial regulations for the school approved by the governing body are implemented;

Decide and submit to the ESFA by the required date the final budget for each financial year and any
other financial returns e.g Accounts return, Company Accounts etc.

Exercise virement between budget headings for amounts more than those permitted by the Headteacher
by the school’s financial regulations. Such amounts shall not exceed £? of the budget heading
concerned without the prior approval of the governing body;

Ensure that the appropriate repayments from lettings are credited to the school budget;

Monitor spending so that it does not exceed the annual budget, reporting any potential overspend to the
governing body;

Receive and, where appropriate, respond to periodic audits.
Ensure the annual audit of any other funds (e.g., the unofficial “School Fund”) operated by the school;

Respond on behalf of the governing body to any consultations by the DfE, ESFA or similar body on the
Schemes for Financing Schools and the budget share formulae.

Review all matters related to the maintenance and hire of the school building,

10. Call a special meeting of the governing body when necessary.
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RESPONSIBILITIES OF SENIOR STAFF

Mrs OGUNMYIWA
(Headteacher)

Mrs DE BOORDER
(Senior Deputy Head)
Pastoral

Mrs WHEELOCK
(Deputy Head)
Curriculum & Quality of Education

Mrs FROWE

(Deputy Head)

Teaching & Learning and
Professional Development

Mr MCSWEENEY
(Assistant Head)

Line management of KS3 Curriculum Teaching and Learning Assessment, reporting and recording
Senior Leadership Team KS4

KS5
School Self-evaluation planning and | DSL Data and Intervention Performance Management Analysis of internal and external
school development plan School Statistics
Ofsted Strategy Attendance Examinations Staff Training and Development Liaison with LA data managers
DALKIA and PFI Behaviour Departmental Reviews ECT Target setting

HOY meetings Options Process New Staff Induction ALPS and SISRA

Mental Health Lead

Alternative Provision

Literacy

Health & Safety

Primary Transition

Extra-Curricular Provision

Careers Education

EVC

Open Evening/Open Day 11+ Sixth Form Enrichment Options Eco Prefect Team
Activities Week PP and LAC IT Development and E Safety

CPOMS Administration and DDSL Website, Marketing and

management Social Media

Anti-Bullying Ambassadors School Council GDPR

House Captains DDSL

Sixth Form Student Leadership Team —
Prefects and Digital

School Governance

School Governance

School Governance

School Governance

Line Management
Maths
HF/HB/PH

Line Management
Science
Geography

SEND

Pastoral Assistant
Learning Mentors

Line Management
English

RS

PE

Exams

Line Management
MFL

History

PSHE

Careers — SCO
Library

Literacy

Line Management
DT

Art

Reprographics
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Dr GLADMAN

Mr AITCHISON

School Administration and SIMS
Management

Head of Sixth Form

Timetabling

Pastoral and academic care of Sixth
Form

Management of SIMS

UCAS

Website, Class Charts and other
programme administration

Careers oversight for Sixth Form

Internal exams

OXBRIDGE entries

Organiser of rota for Staff
Supported Study for sixth formers

Post 18 liaison

Room Booking

Charity Prefect team

Line Management
Business
Computing

IT Staff

Line Management

Drama
Music
Careers — DT
Helen Evans
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ANNEX F

ROLES AND RESPONSIBILITIES OF THE HEADTEACHER
THE GOVERNING BODY AND ITS COMMITTEES

All of the following areas are the specific responsibility of the governing body of the
school. However, the governing body may delegate each area of responsibility to the
headteacher or a committee of the governing body. Detailed below are details of the
decisions taken by the governing body at its meeting on...

1. Revenue Budget — Preparation

1.1 The HeadTeacher / Business & Finance Manager are responsible for the
preparation of a detailed budget from the sum allocated to the school.

1.2 The Headteacher / Business & Finance Manager are responsible for submitting
the budget to Governors for approval.

1.3 The Headteacher / Business & Finance Manager will advise the Education
Funding Agency of the approved budget allocations on a timely basis.

2. Revenue Budget — Control

2.1 The Headteacher / Business & Finance Manager will ensure that the school
accounting system is robust and accurately reflects the business of the school.

2.2 The Headteacher / Business & Finance Manager will ensure that adequate
systems and procedures are implemented to effectively monitor the budget.

2.3 The Headteacher / Business & Finance Manager will ensure budgetary control
statements are completed on a termly basis and are submitted to the relevant
Governors’ meeting or Finance committee, if delegated.

24 The Headteacher / Business & Finance Manager will advise Governors of likely
over/underspendings not covered by virement.

25 The Headteacher / Finance & Business Manager make recommendations for
the virement between budget headings.

2.6 The Headteacher / Business & Finance Manager will report any proposed

virements to the Finance Committee.
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ROLES AND RESPONSIBILITIES OF THE HEADTEACHER
THE GOVERNING BODY AND ITS COMMITTEES

All of the following areas are the specific responsibility of the governing body of the
school. However, the governing body may delegate each area of responsibility to the
headteacher or a committee of the governing body. Detailed below are details of the
decisions taken by the governing body at its meeting on with regard to the delegation
of these responsibilities.

3. Revenue Budget — Accounting Procedures Year End

3.1 The Headteacher / Business & Finance Manager will ensure that all year end
adjustments have been provision is made to ensure the accuracy of the annual
accounts and to enable the school’s accounts to be closed promptly and for the
company accounts to be produced.

4. Revenue Budget — Accounting Procedures General

4.1 The Headteacher / Business & Finance Manager will ensure that sound
financial systems and adequate financial records are maintained to secure the
effective management of the school budget.

5. Income

5.1 The Headteacher / Business & Finance Manager will review annually sources
and levels of income and charges and report to the Finance Committee.

6. Insurance

6.1 The Headteacher / Business & Finance Manager will ensure that insurance

matters are dealt with in accordance with the responsibilities outlined in
Financial Regulations.
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ROLES AND RESPONSIBILITIES OF THE HEADTEACHER
THE GOVERNING BODY AND ITS COMMITTEES

All of the following areas are the specific responsibility of the governing body of the
school. However, the governing body may delegate each area of responsibility to the
headteacher or a committee of the governing body. Detailed below are details of the
decisions taken by the governing body at its meeting on ... with regard to the
delegation of these responsibilities.

7.

71

7.2

7.3

7.4

7.5

7.6

7.7

Expenditure

The Headteacher / Business & Finance Manager will ensure that orders up to
the value of £50,000 for the supply of goods or materials, or the execution of
any work are placed utilising a requisition form and once approved on an official
school order form. Orders above this amount will be in the form of a tender.

The Headteacher / Business & Finance Manager / Budget Holder is not
required to obtain written quotations or tenders for orders or contracts with a
value of £5,000 or below.

The Budget Holder should obtain three written competitive quotations for orders
or contracts with a value between £5,000 and £50,000. Details of these
orders/contracts shall be reported to the Finance & Committee at the next
meeting.

The Headteacher / Business & Finance Manager will report to the Finance &
Audit Committeeif it is impossible or disadvantageous to obtain three
quotations, and the reason shall be recorded in the minutes.

The Headteacher / Business & Finance Manager should seek tenders for
orders or contracts above the upper value detailed in 7.3 above.

The Headteacher may incur expenditure on goods and services as detailed
above, as long as there is sufficient resources within the appropriate budget
heading, and the purchase does not result in an additional commitment to the
budget of more than £ in future years (for example, a maintenance contract
linked to purchase of a photocopier).

The Headteacher shall ensure that if the additional commitment is more than
that detailed in 7.6 above, approval will be obtained from the Finance &
Committee before the order is placed.
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ROLES AND RESPONSIBILITIES OF THE HEADTEACHER
THE GOVERNING BODY AND ITS COMMITTEES

All of the following areas are the specific responsibility of the governing body of the
school. However, the governing body may delegate each area of responsibility to the
headteacher or a committee of the governing body. Detailed below are details of the
decisions taken by the governing body at its meeting on ... with regard to the
delegation of these responsibilities.

8. Security

8.1 The Headteacher shall maintain proper security at all times for all buildings,
stocks, stores, furniture, equipment, cash etc.

9. Salaries, Wages and Pensions

9.1 The Business & Finance Manager will notify the HR/Payroll provider (Wirral
Council) in the required form, of all matters affecting the payment of salaries,
wages and pensions.
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ANNEX G
STANDING ORDER PROCEDUES RELATING TO ORDERS, QUOTES, TENDERS

The regulations described shall apply to all contracts entered into by the school unless the Governing
Body or in an emergency, one of its committee members with delegated powers, direct otherwise. If such
a direction is given, the reasons for it shall be recorded in the minutes of the governors or of the
appropriate committee.

Quote & Tender Process explained for budget holders

Introduction

The quotation and tender processes are both used to obtain written offers from suppliers for the supply
of goods and services. The quotation process is normally used for relatively low value and low risk
purchases. For higher value purchases, which require greater accountability, the more formal tendering
process should be adopted. Both processes are described in more detail below.

The term tender means a formal invitation to trade under the terms of offer and the documents
associated with that offer. A contract is a legally binding agreement between parties, where there has
been an offer, acceptance and consideration.

The school has an obligation to seek competitive prices. Generally, it is the level of value and risk that
determines if we ask for a quote or goes out to tender

What is a competitive tender?

This is the process by which we decide who is the best provider. The tender is the completed and
priced pre-prepared document that lays out all the terms, conditions and specification. The invitation to
tender is issued to all suppliers on the same day. They are not allowed to canvass or collude with the
school, other than to seek clarity.

Brexit and Pubic Procurement:

The Brexit transition period concluded on 1 January 2021. This means the UK is no longer a member of
the EU, and is now a member of the World Trade Organisation’s (WTQ) Government Procurement
Agreement (GPA).

Key public procurement developments to be aware of:

e For any procurement started, and not completed before 31 December 2020, procurement
regulations that were in place under the EU will still apply until the contract has been awarded.

e From 1 January 2021, the new e-tender service ‘Find a Tender’ will replace the Official Journal
of the European Union in the UK for above threshold tenders.

e The existing UK government portals — Contracts Finder, Public Contracts Scotland, Sell2Wales
and eTendersNI — will remain in operation and will be unchanged.

e While there will be no immediate changes to procurement policies, from 1 January 2021
the government will have the power to introduce new or temporary legislation.

If, over the lifetime of a contract or a framework, the expenditure on the said contract equals
or exceeds the current threshold of £213,477 then a full formal tendering process has to be
implemented.

Quotation Process

Quotes are not required for any purchases less than £1,000
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In accordance with the School’s Financial Regulations three verbal quotes are required for all goods
and services > £1,000 but < £5,000

Three written quotations are required for any purchases > £5,000 < £50,000.

Requests for quotations can be made verbally or in writing. Generally such purchases are characterised
by simple specifications.

In seeking written quotations the supplier should be asked to submit details of price, time required for
delivery, trade or early payment discounts, any other costs associated with delivery and carriage and,
where appropriate, the cost of maintenance. Suppliers should be given a reasonable period to respond
to enquiries. It is good practice to ask suppliers to return their offers, particularly over £5,000 in value, in
sealed envelopes marked with the appropriate quotation reference. All sealed responses should be
opened at the same time after the closing date.

Tender Process

The decision as to whether or not a formal tendering process should be undertaken or not, is for the
Finance & Audit Committee to take, and the specific details of the proposal should be referred to them
before the process can begin.

As a general rule and as a guide with regards to this matter, any purchases above £50,000 will be
subject to the school’'s competitive tendering procedures.

The tender process is more formal than that required for quotations and a standard 'Invitation to Tender'
comprising of a Form of Tender, Specification, Schedule of Prices, Conditions of Contract and other
documents. These are issued to tenderers for the supplier to complete and return by an agreed closing
date.

The Specification is the key document because it defines what the purchaser wants to buy and so what
the provider must supply.

All invitations to tender for a requirement must be identical. Individual tenderers must not be offered
different terms or information. Tenderers must be allowed a reasonable period to prepare and submit
their tenders, this will depend on the nature of the requirement.

What is a Tender?

A tender is a process where the public sector (schools and hospitals) and private sector invite bids for
large project projects that require raw materials, products, and services. A tender invites other
businesses to bid to fulfil the contract. The 3 main types of tenders are:

Open Tenders

An open tender is open to anyone to submit a tender after being advertised publicly. This is the main
procedure by both the private sector and the_government (public sector). Open tenders are the fairest
as they offer equal opportunities to everyone. These tenders are most common in the engineering and
construction industry. As anyone can apply, this creates the greatest competition and would create the
best outcome for the buyer because they have a lot of tenders to choose from. This gives great
opportunities to smaller and less reputable suppliers to win the tender as they may have offered the
best value but has less experience in the industry so wouldn’t be selected to offer a tender in selective
tenders. However, this increases the number of unacceptable tenders which may waste time and
resources when deciding which is the right tender for the school. Smaller tenders also offer a higher risk
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as they have less experience in delivering so a selective tender process may be better as we will have
invited these bids because we can trust them to deliver the contract.

Selective Tenders

Selective tenders only allow suppliers to submit tenders through invitation. The main reason that
selective tenders exist is that bring a sense of trust and reliability. If we only invite suppliers to_bid that
we have had success with before, we're likely going to be successful once more. Even though we will
have more offers from open tenders, there is lots more risk involved as we will not have worked with
them before. Selective tendering is usually used for specialist or complex contracts although this
excludes smaller, less reputable businesses from establishing themselves in a market.

Negotiated Tenders

Negotiated tenders are usually used in engineering and construction. Negotiating a contract is
important for specialist contracts when competition is minimal. These types of tenders are also used
when extending an existing contract. The main benefit of this type of tender is that contractors are part
of the project team at an early stage of the project resulting in better communication and results.

(a)
Submission and opening of tenders

The number of tenders invited must be appropriate to the nature and size of the contract. This should
be a minimum of 3 and ideally 5. However, where it is not possible to secure the minimum number
because of the nature of the goods, services or works the written approval of the Finance & Audit
Committeemust be obtained to waiver this requirement. The only exception to this is where the goods,
services or works are of a sensitive nature or the tender list contains significantly more than the ideal
number of 5 tenderers.

All tenders should be opened on the due date and in the presence of at least two members of staff. One
of these should be a senior member of staff, who is not responsible for the selection of tenderers nor
requires delivery of the goods or services covered by the tender. Members of staff should not be
involved in opening, evaluating or awarding tenders from any individual or organisation with whom they
have a family, personal or financial relationship.

All opened tenders shall be numbered by the Headteacher and entered in an appropriate register and
initialled by the Headteacher and Governor present at their opening. Any tender that is for any reason
received by the Headteacher after the time specified, shall not be considered. No tender shall be
amended after it has been received.

Contractual Formalities

Unless acting within delegated powers, no member of the Governing Body shall enter, either orally
or in writing, into any contract on the school’s behalf.

The Governing Body may delegate to the Headteacher acceptance of tenders up to a sum
determined by them and then only if the tender is the lowest (if payment to be made by the school)
or lowest (if payment is to be received by the school). The Governing Body or a committee of
Governors may only accept a tender, which is other than the lowest or highest if:

e The Governors have considered a written report from the Headteacher specifying reasons
for its acceptance and

e The reasons for its acceptance are recorders in the minutes of the meeting of the
Governors
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¢ In the case of financial leasing, agreements shall be signed by the Director of Finance, or
their designated Officers.

Table setting out financial thresholds and procedures

Total value | Type of Procedure to be used
£ contract
£0-£999 | works, e No quotes are required.
supplies e All purchases however small to be in writing, on an official order.
and _ e Approved by the relevant budget holder or authorised officer.
services e Officer should be able to provide a rationale for why they selected
the provider used.
£1,000 to works, o Atleast three verbal quotes should be sought.
£4,999 supplies e All purchases however small to be in writing, on an official order.
and _ e Consideration given to achieving VFM.
services e Approved by the relevant budget holder or authorised officer.
¢ Records maintained to demonstrate probity and VFM obtained.
£5,000 to | works, o Atleast three written quotes are required in advance.
£49,999 supplies e All purchases however small to be in writing, on an official order.
and _ e Consideration given to achieving VFM.
services e Approved by the relevant budget holder or authorised officer.
¢ Records maintained to demonstrate probity and VFM obtained.
£50,000 works, e A full tendering process as detailed in Annex H is generally
to supplies required. Finance & Audit Committee should discuss this first.
£213,477** | and e See guidance in Annex H.
services e Contracts in writing using standard clauses.
e Award of contract approved by the Headteacher plus signed by
another member of the Finance Committee.
¢ Risk assessment conducted (in writing) and kept on file
£213,477** | Supplies e Compliance with UK procurement rules required.
plus and e Finance & Audit Committee& Governing Body prior approval is
services required.
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WIRRAL GRAMMAR SCHOOL FOR GIRLS Annex H

OFFICIAL - PURCHASE REQUISITION FORM - GOODS & SERVICES

NAME OF DEPARTMENT: COST CENTRE & NOMINAL CODE: DATE:
NAME OF SUPPLIER: FAX No.:
ADDRESS/E-MAIL:
ANY SPECIAL INSTRUCTIONS:
UNIT TOTAL TOTAL
CODE ITEM DESCRIPTION QTY COST EX VAT ING VAT
GRAND
TOTAL
AUTHORISATION
SIGNATURE: CONFIRMATION: ACTION:
YES NO
Notes

For all goods & services > £1,000 but < £5,000 3 VERBAL QUOTES MUST BE SOUGHT
For all goods & services > £5,000 but < £50,000 x 3 WRITTEN QUOTES (AND COPIES) ARE REQUIRED
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1.1

1.2

21

2.2

2.3

24

25

2.6

2.7

ANNEX |
DEBT MANAGEMENT POLICY |
INTRODUCTION

The Governing Body is responsible for ensuring that procedures are in place for the recovery
of any outstanding monies.

This policy sets out the procedures for debt recovery and for the write-off of any debt which
is deemed to be irrecoverable.

POLICY

Payment should be obtained as and when goods/services/facilities are provided wherever
possible; in particular where the value of goods and services is relatively small, i.e. less than
£100.

Where payment is not received at the time when the goods/services/facilities are delivered
an invoice must be raised as soon as possible, but normally within 7 days of the
goods/services/facilities being provided.

Invoices should state that the bill is due and payable at the invoice date.

If no payment is received within 21 days from date of issue of the invoice a final reminder
should be issued to the debtor. The final reminder should clearly state that legal action will
be taken if the debt is not settled in full within a further 14 days of the date of the reminder.

Where only part of the debt has been settled a final reminder for the balance outstanding
should be issued 21 days from the issue of the invoice. The final reminder should clearly
state that legal action will be taken if the debt is not settled in full within a further 14 days of
the date of the reminder.

Where a debtor requests permission to settle the debt by instalments and extend the normal
terms and conditions of supply they must submit an application in writing explaining the
reasons for their inability to meet the original contract terms. The Business & Finance
Manager will agree the revised terms, which must not exceed 49 days from the date of issue
of the invoice. If the debt is not settled within the terms set by the Business & Finance
Manager then a final reminder should be issued to the debtor. The final reminder should
clearly state that legal action will be taken if the debt is not settled in full within a further 14
days of the date of the reminder.

At each meeting of the Governing Body/Finance Committee, the Business & Finance
Manager is required to inform the Governors of any debt which is still outstanding after the
14 day period following the final reminder, together with any proposed action: This may be a
referral to solicitors for legal action, a debt collection agency or to write-off the debt if there is
no realistic prospect of debt recovery being successful, or if further action is not cost-effective.
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2.8  Outstanding debt of up to £500 may be written-off by the Headteacher provided that the
appropriate follow-up actioned outlined above has been taken and the details of the debtor,
amount written-off and the reason for no further action being taken is reported to the Finance
& Premises Committee for information at their next meeting.

2.9  Write-off of outstanding debt in excess of £500 must be approved by the Finance & Audit
Committee following submission of details of the debt by the Headteacher together with
reasons for no further action being taken.

2.10 A write-off must not be communicated to the debtor. It is not an acknowledgement that the
debt does not exist, but is an internal transaction in the accounts of the school, which removes
the debt from the records.

2.11 Individuals or organisations that have previously defaulted on payments to the school are
not allowed credit facilities.

2.12 Where a debtor’'s payments are regularly or consistently paid outside the terms of supply
the Headteacher must consider withdrawal of credit facilities and request the
individual/organisation to pay for goods/services/facilities at the time they are consumed.

Policy Approved by:

At meeting on:
Policy to be reviewed:
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ANNEX J

The process for producing the improvement plan with the annual budget

Timetable Improvement Planning

Planning

Autumn Term

Spring Term

Summer Term

Review progress in meeting
existing improvement plan
targets.

Select / establish targets for
coming year.

Prioritise selected targets.

\ N

Revise improvement plan
targets.

Revise improvement plan targets
to reflect final budget decisions. \

Produce new improvement plan.
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Budget

Estimate costs of
continuing existing
commitments.

Cost options for meeting
new improvement plan
targets.

Receive notification of
preliminary budget share.

Select affordable options.
Make changes to existing
commitments.

Approve draft budget.

Receive notification of
actual budget share.

Revise / agree final
budget.



ANNEX K
WIRRAL GRAMMAR SCHOOL FOR GIRLS

LIST OF DEPARTMENTAL BUDGET MANAGERS & FINANCE & AUDIT

COMMITTEEMEMBERS

Senior Management Team

Re Lloyds Current & School Fund Accounts only

Head Teacher

Senior Deputy Head
Deputy Head
Assistant Head
Headteachers PA

Deputy Head

J Ogunmyiwa Accountable Officer
Cheque Signatory up to £50,000
Order Signatory up to £50,000

E De Boorder Cheque Signatory up to £10,000

L Frowe Cheque Signatory up to £10,000
M Mc Sweeney  Cheque Signatory up to £5,000
H Bush Cheque Signatory up to £5,000
S Wheelock

Governing Body (Orders & Invoices £50,000 and above)

Chair: Mr S Bridge
Vice Chair: Mrs Caroline Field

Headteacher and Accounting Officer: Mrs Jennifer Ogunmyiwa

Members:

Mrs V Attwood

Mrs Fiona Barrick
Mr Andrew Cooper
Mr Geoff Dougherty
Mrs Julie Forshaw
Mr Nigel Hayward
Mrs H Hill

Mrs Sue Jacobs

Mrs Jenny Schwarz
Professor Rob Smith
Mrs Kathryn Spence

Parent Governors:

Staff Governors:

Mr E Arnold
Mrs N Rice

Mr David Rasores-Parry (Teaching)
Mrs Sylvia Reed (Non Teaching)

Clerk to the Governors: Mrs Helen Bush

Finance & Audit Committee (Orders & Invoices £50,000 and above)

Mr Edward Arnold
Mrs Valerie Attwood

Mrs Jennifer Ogunmyiwa (Headteacher)

Mr Andrew Cooper
Mrs Caroline Field
Mrs Julie Forshaw
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Miss Carys Wynn-Green (Business & Finance Manager)

Mr Nigel Hayward (Chair)
Mrs Helen Hill

Mrs Sue Jacobs

Mrs Jenny Schwarz

Other Staff with financial responsibilities

Business & Finance Manager
Academy Finance Assistant
School Fund Finance Assistant

C Wynn-Green — Not an authorised signatory
N Gonzalez — Not an authorised signatory
M.White — Not an authorised signatory

Department Heads / Budget Holders — Requisitions / Orders & invoices up to £5,000

Advertising Budget
Art

Biology

Business Studies
Careers

Chemistry

Dance

Drama

English

Exams

First Aid

Food Technology
Geography

History

Hygiene / Cleaning
Health & Safety
Hospitality
Computing

ICT Equipment / Consumables
Library

Maths

Marketing

Modern Foreign Lang.
Minibus

Music

Office Budget

PE

Physics

PSHE

Psychology

R.E
Reprographics
Sixth Form
Sociology

Special Needs
Staff Training & Development
Stationery
Technology
Textiles

J.Ogunmyiwa
D.Rasores Parry
S.Cooke
D.Trussell
D.Trussell
C.Perkins
S.Rigby
L.Baillie
A.Prestshaw
T.O Neil

M.Mc Sweeney
E.Jefferson -Tame
J.Sefton

A.Ball
J.Ogunmyiwa
M.Mc Sweeney
J.Ogunmyiwa
J.Quayle
J.Rose
L.Ferguson
K.Marley
L.Frowe
N.Hicks
J.Ogunmyiwa
G.Townsend
H.Fletcher
A.Lodge
A.Sheldon
E.Maple

A.Mc Donald / K.Ferguson
J.Baxter
J.Parry
P.Aitchison
T.Johnson
J.Beswick
L.Frowe
J.Ogunmyiwa
B.Sprague
T.Maxwell
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All Budgets J.Ogunmyiwa

To comply with Internal Audit, a separate file will be held of the signatures of all of the above,
so that checks can be made when required of any invoice approval. We will use the Related
Party Transaction forms, which are already signed each year, as the basis for this exercise.
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TREATMENT OF INCOME

GENERAL SCHOOL BUDGET

Local Authority Additional Special needs funding
Staff training grants

Teacher’s Release Vouchers

Teacher Student Placements

Lettings

Oil Recharge

Exam Fees

SCHOOL FUND

Sale of Uniform

Sale of books, materials

Trips

Photograph Commission

Donations

Locker Keys

Planners

Funds generated from School Performances

ANNEX L

NB: The above are examples of how a school may treat income received. However, the

source of expenditure may affect how the income should be treated.
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ANNEX M

WIRRAL GRAMMAR SCHOOL FOR GIRLS
LETTINGS PROCEDURES

Governance

Control over the use of accommodation and facilities out of core hours, now rests with the
Governing Body. The Governing Body has delegated responsibility for the letting of the
school building to the Headteacher. The Finance & Business Manager is responsible for
receiving applications and either approving or declining those applications subject to any
directions given by the Headteacher.

The Finance & Business Manager will give a regular report to the Headteacher on the use
of the premises outside normal school hours.

As an Academy Trust, with responsibilities for achieving value for money, we must ensure
that the charges we levy do not fall below the full economic cost of the letting. These costs
are based on average costs of heating, lighting, cleaning, wear and tear and Lettings
Officer’s salaries.

Following advice received from its auditors, the school has decided that VAT should be
applied for all third party lettings.

The Governing Body reserves the right to amend their letting charges at any time they
should see fit. Charges are normally reviewed on an annual basis. The decision of the
Governing Body shall be deemed final in this matter.

The Governing Body maintains the right to refuse an application and no letting should be
regarded as “booked” until approval has been given in writing, any deposit / prepayment
has been paid as appropriate and approval has been given by the relevant person on
behalf of the school. No public announcement of any activity or function taking place should
be made by the organisation concerned until the booking has been confirmed in writing.

Although the school should not subsidise lettings, registered organisations, which are
recognised as education / cultural and which, undertake a regular programme of approved
activities may be eligible for preferential rates at the discretion of the Headteacher.

School functions and events organised by the Governing Body or Parent’s Association are
exempt from all charges as they fall outside the scope of the lettings arrangements.

Lettings will be accepted only upon condition that making the premises available to outside
organisations would be suitable and does not affect the day-to-day use of the school
facilities by its staff and pupils. (This condition is especially relevant during periods of
school examinations when the School Sports Hall and Gymnasium are used for Internal
and external Examinations. Hirers may be asked to forego use of these facilities but will be
offered alternative accommodation wherever possible).

The School Lettings Officer must remain on site and in charge of the premises throughout
the lettings. Unaccompanied lettings will not be accepted.

Certain school events organised by the Governors; staff or PTA may go ahead without the
presence of the Lettings Officer subject to a full adherence to security arrangements at the
discretion of Headteacher.

This policy and each letting will be reviewed on an annual basis.

In accordance with the Local Government miscellaneous provisions Act 1982, a licence is
required for events involving Public Entertainment. However, if the activity is limited to
teachers, pupils of the school, parents of pupils, PTA and other bonafide guests and
therefore excluding any member of the public, then a licence is not deemed required.
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Tickets may be sold in advance through the school only and there should be no advertising,
other than inside the school buildings, nor should tickets be available at any Entertainment
or Theatre Agency, nor should tickets be sold at the time of the event. The restriction on
advertising detailed above does not prevent letters or leaflets being forwarded to parents
and guests via the pupils. Donations are usually asked for at such events.

Administrative Process
An application for the hire of the premises should be made to the Business & Finance
Manager using the relevant booking form, giving as much notice as possible.

You can email the finance@wirralgirls.co.uk to request a booking form or telephone the
school.

Subject to approval, a provisional acceptance form will be offered along with the Governor's
Conditions of Use and Indemnity Form. Use of the facilities will only be allowed if
acceptance is confirmed in writing and conditions of use and indemnity forms are returned
along with payment in advance from Occasional hirers.

Copy of insurance will be required,

Having taken advice from our Insurance Officer we have been instructed that all groups
using the school need to have in place Public Liability Cover of £5 million.

Bookings for sports facilities will be restricted to certain activities, i.e. netball, badminton,
volleyball, etc (there will be no Five-a-side football permitted).

Priority will be given to regular hirers with ten or more bookings each term.

Occasional hirers will be required to pay in advance. Regular users will be billed monthly
in arrears (payment will be expected immediately).

Organisers will be required to pay for each occasion booked unless the school cancels the
booking.

Finance
The Finance & Business Manager constantly reviews the outstanding invoice file to ensure
that the school has no long term debtors.

Reminders are sent out for all outstanding amounts. If no payment is received within 21
days from the date of issue of the invoice then a final reminder should be issued to the
debtor. The final reminder should clearly state that legal action will be taken if the debt is
not settled in full within a further 14 days of the date of the reminder. The Finance &
Business Manager informs the Headteacher of the current position regarding lettings on a
regular basis.

Further use of the premises will not be permitted if the full payment is not received by the
appropriate date

The Finance & Business Manager has the authority to cancel the booking of any
organisation that has outstanding invoices owing to the school.

Health & Safety / Fire Regulations

In accordance with the School’s Health & Safety Policy and Fire Safety Regulations, the
School letting’s Officer will explain the above procedures to each hirer before
commencement of the booking and the hirer will sign a declaration to confirm they
understand their responsibilities.

The advice will specifically relate to:
Emergency Evacuation procedures

Fire Alarm points and fire-fighting equipment
Assembly points and roll call of personnel
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How the Fire Brigade and Emergency Services will be summoned
A written copy of the evacuation and Fire procedures will be issued to the hirers.
See Appendix 4

First Aid Facilities

There is no legal requirement for the school to provide first aid facilities for the Hirer. It is
suggested that the Hirer makes its own arrangements as use of the school’s resource is
not available.

Food, Smoking, Drink & Drugs

No food or drink may be prepared or consumed on the premises without the direct
permission of the Governing Body, in line with current food hygiene regulations. All litter
must be placed in the bins provided. No intoxicants/ unlawful drugs shall be brought onto,
or consumed / used on the premises. The whole of the school premises, including the
external areas, is a non-smoking area and smoking is not permitted.

Vacation of Premises

The Hirer shall ensure that the premises are vacated promptly at the end of each period of
use or letting. The hirer is responsible for supervising any children taking part in an activity
until they are collected by an responsible adult. Additional charges will be made where the
caretaker is unable to lock up whilst the Hirer ensure children are safely vacated beyond
the time agreed in the letting agreement.

Behaviour
Noise levels must be kept to a minimum to prevent disruption to our neighbours in the local
community and to other groups using the premises.

Staffing
The school employs a Lettings Officer who is responsible for the security of the premises
before, during and after the hire.

Insurance

It is the Hirer's responsibility to ensure that all those attending the premises are made
aware that they do so entirely at their own risk.

The hirer must confirm that it has the appropriate public liability insurance to cover all of its
legal liabilities for accidents resulting in injuries to persons (including participants in the
activity for which the premises are being hired), and / or loss of or damage to property,
including the hired premises, arising out of the letting.

The school will not be responsible for any injury to persons or damage to property arising
out of the letting of the premises.

Access
It is the responsibility of the Hirer to make a judgement before the booking as to whether
the facilities available at the school are suitable for disabled access

The Governing Body reserves the right of access to premises during any letting. The
Headteacher or members of the Governing body may monitor activities from time to time.
The Headteacher will decide conflicting request for the use of the premises, with priority at
all times being given to school functions.

Furniture and Fittings

The Hirer shall pay the cost of any reparation required. Appropriate footwear needs to be
used. Any damages or broken equipment needs to be reported to the Lettings Officer
irrespective of whether this has been caused by the Hirer.
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DALKIA - Schools Allowed Use of Premises “Out of Core Hours”

The school is allowed under the PFI Contract Agreement to use the premises for a total of
50 occasions outside of the Core Hours and a caretaker will be provided by DALKIA with
no additional charge to the school, to provide set-up, security and lock up after these
sessions.

The defined “Core Hours” are 8.00am to 6.00pm.

The 50 sessions allow for use up to 10.00pm in the evening Monday to Friday.
Saturday mornings for Sports Events 9.00am to 1.00pm.

Monday to Friday out of term time between 8.00am to 5.00pm.

(NB- if the school goes outside these agreed hours for any event then the hourly rates for
caretaking will be applied by DALKIA).

If the school has Third party lettings at the same time as a school event, then the school’s
lettings Officer will also have to be present on site. DALKIA will not provide cover for a
school Third Party letting.

The school would have to state if additional cleaning of premises would be required

following the third part letting and the relevant charge will then be made for cleaning time
by the Facilities Management Company.
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WIRRAL GRAMMAR SCHOOL FOR GIRLS

Scale of charges for lettings for the period

September 2024 to August 2025

All income from third Party Lettings is now subject to VAT

Price below
FACILITY
Hourly rate £
Sports Hall
£44.70
Assembly Hall £44.70
Gymnasium
£32.10
Dance Studio £32.10
Drama Studio £32.10
Dining Room / Canteen / Atrium £29.40
Standard classroom £28.05
Outside Courts (per court) £23.40

Use of changing facilities for large / special events will be quoted on an individual basis.
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APPENDIX 1

Conditions of Hire
Applications for use should be returned to:

The Finance & Business Manager
Wirral Grammar School for Girls
Heath Road

Bebington

Wirral

CH63 3AF

Alternatively e-mail finance@wirralgirls.co.uk

Preferably giving one month’s notice.

Subject to approval of the application, a provisional allocation open for acceptance for ten
days will be offered. Use of facilities will not be permitted unless conditions on the
application have been complied with.

Acceptance, which must be in writing and accompanied by the appropriate fee, will be
deemed to be acceptance of those terms and conditions.

Allocation is subject to there being no interference with the normal activities of the school.
Sub-letting of any part of the premises is not permissible.

The user shall obtain all necessary licenses and other permits and shall make payment of
all taxes, fees, copyright or other dues.

The user agrees to indemnify the Governors of Wirral Grammar School for Girls against
claims or losses, arising from the use of Governor’'s premises, facilities and equipment
(where approved) and to complete the Governor’s form of indemnity.

Anything brought on to the premises will be the user’s responsibility in the event that such
items are not removed then any costs incurred by the school will be re-charged to the user.
School staff and pupils may not undertake the receipt or removal of such articles.

If the accommodation and or facilities are suspended or terminated, the Governors of Wirral
Grammar School for Girls shall not be liable for the provision of alternative accommodation
or facilities.
Those who use the premises are asked to have regard for the interests of the staff and
pupils and are not required to:

1. Use rooms, kitchens, furniture or equipment other than those allocated.

2. Interfere with the premises, contents or installation, or mark or damage any
surface.

3. Use electrical apparatus in excess of normal capacity of the installation.
4. Engage in any activity, which could cause abnormal wear & tear or damage.
The organisation undertakes to reimburse the Governors of Wirral Grammar School for

Girls in full for any damage or breakages caused to premises, grounds, furniture, fittings
and equipment.

51


mailto:finance@wirralgirls.co.uk

The School Governors reserve the right to cancel the booking and put a stop to any
use of the premises that they consider to be inappropriate or incorrectly conducted.
Any use of the premises that endangers the safety of any persons may be cancelled
at any time.

The School Governors reserve the right to alter and amend their lettings policy and
Conditions of Allocation and Use” at any time they see appropriate. The decision of the
Governing Body in all matters relating to the letting of the premises shall be deemed final.

The School letting’s Officer must remain on site and in charge of the premises throughout
the letting. Unaccompanied lettings will not be accepted.

Use of Kitchen / Catering facilities

The School’s Facilities Management Company DALKIA are to be contacted separately re
any requests to use the Kitchen facilities other than for School meals. A copy of the request
for use must be sent to DALKIA for prior approval and a charge will be levied by DALKIA
for the use of this facility, including a payment for a trained member of the canteen staff to
be present in the event of heavy equipment being used.

Cancellation by Hirer

The school will request for a 48 hour notice to cancel the booking. If any costs are incurred
as a result of a late cancellation, then these may be recouped from the hirer.
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APPENDIX 2

Declaration and Acceptance

| have read the following documents.

e School Lettings & Charging Procedures Policy

e Conditions of Hire

| agree to comply with the conditions contained in the above....

Name: ... .o (Please print)
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APPENDIX 3

To: THE GOVERNORS OF WIRRAL GRAMMAR SCHOOL FOR GIRLS

I hereby agree on behalf of the said ...,
Organisation, by whom | am duly authorised to sign this Agreement, to indemnify the
Governors against all loss legal liability and actions, costs, claims and demands other than
those caused by any acts or omissions of the Governors, arising from:

e The use of Wirral Grammar School for Girls by the

¢ Its members, agents and associates; and

¢ Injury to persons and damage to property of persons attending or express

implied invitation to the ... other than
injury by any acts or omissions of the Governors of Wirral Grammar School
for Girls.

85T T F= 10 = S

(NB- A copy of your Organisation’s Insurance Policy will be required with this form).
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APPENDIX 4
ACTION TO BE TAKEN IN CASE OF FIRE
(Outside school operational hours (School Responsibility)

If You Discover a Fire, raise the alarm by breaking the nearest fire alarm break glass.
On Hearing the Alarm

Evacuate the building via the nearest exit ensuring that all doors are closed behind you
and assemble at your designated assembly point.

THE PRIORITY SHOULD BE TO EXIT THE BUILDING AS SOON AS POSSIBLE

e Leave personal items behind
e Do not use lifts

Use the nearest fire escape route, as displayed throughout the school.
The Assembly point is the (indicated on your induction form):

AREA OF LAND WHERE THE MINIBUS IS PARKED and await further instructions
from the Letting Officer, Shaun Stone.

Persons in the vicinity WHO ARE COMPETENT TO USE EXTINGUISHERS should tackle
the fire with the extinguishers provided. Only use an extinguisher if you have been trained
to do so. Do not put yourself at risk.

At the assembly point the Hirer of each facility must check that all attendees are accounted
for and report to the Lettings Officer. Any absent persons need to be reported to the Fire
Brigade on attendance.

Please refer to the duties of the School Lettings Officer to see their duties on activation of
the Fire Alarm. Do not re-enter the building until instructed to do so by the Fire Officer from
the Fire Brigade.

| have read & understood the instructions on this document. | am aware where the
nearest Fire Exits are and the route to take to the assembly point.

| agree to take a full register of my club members each evening we use the school
premises and to check those present in the event of a fire.

(Please note that the Lettings Officer will ask the “nominated” lead for the group to

sign in with each time they use the premises. This is for security reasons and not
for the purposes of a Fire log. The Fire Log is the responsibility of the individual

group.

ANNEX O
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Annex N

Wirral Grammar School For Girls
Statement of Internal Control

This statement relates to the financial summaries for Wirral Grammar School for
Girls for the year ended 313! August 2024. The governing body is responsible for
ensuring that the school:

keeps proper accounting records during the year which will disclose, with
reasonable accuracy and at any time, the financial position of the school, have
been drawn up in accordance with the DfE Consistent Financial Reporting
guidelines, and will enable it to prepare an annual income and expenditure
statement that complies with DfE guidelines

maintains and operates an effective system of internal control to safeguard all the
resources delegated, granted or otherwise entrusted to the school and ensure they
are used cost effectively

The system of internal control has been developed and is co-ordinated by the
Head teacher. It aims to provide as much assurance as is reasonably possible
(not absolute assurance) that assets are safeguarded, transactions are properly
authorised and recorded and that material errors or irregularities are either
prevented or can be detected promptly

Our review of the effectiveness of the systems of internal control is informed by:

our regular scrutiny of financial and other performance monitoring data

regular reports from the head teacher and other managers to the governing body
the most recent report of the school’s external auditor re 2023/24

our most Report of the internal controls undertaken in Summer Term 2024.

We are, therefore, satisfied that the internal control systems in operation at the
school during the year were adequate and effective.

By order of the Governing Body of Wirral Grammar School For Girls

(Signed) Dated
(Head Teacher)

(Signed) Dated
(Chair of Governing Body)

(Signed) Dated
(Chair of Finance Committee)
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Appendix O
Wirral Grammar School For Girls

Wirral Council Payroll Services - Introduction of Self Serve

Wirral Council Payroll Team have recently “rolled out” to all schools who
currently use their services, a Self Serve payroll system. This follows a long
period of testing / piloting with a number of schools in the borough.

Staff will no longer receive a paper copy of their pay slip each month, this
will only be available on line. Furthermore the following processes will also be
undertaken on line rather than in paper format.

e Access to, and amendment of, your personal details.
e Completion of timesheets (casual staff, supply teachers etc).
e Completion of car mileage / expense claims for all staff.

e Submission of absence requests (Note that sickness is treated
separately).

e Book holiday requests (Only relevant for those staff who are not term
time).

Wirral Council Payroll Services have been provided with an e-mail address for
all staff, and for the vast majority of employees the default will be their school
e-mail address. For those staff who do not have a school e-mail address, it
will be a personal e-mail address as provided by themselves. If staff wish to
change their e-mail account then they can do so by amending their personal
records held on the Self Serve system when they log on.

The purpose of this guidance is intended to help staff with any of the above
processing, with a brief indication of how it might work in each case. |
appreciate that in most cases staff will be comfortable in just logging onto the
system and processing without any need to refer to these notes.

To begin with staff will need to log onto the service using the following link:

https://myview.wirral.gov.uk/dashboard/
Alternatively go to the main page of the Wirral Council website and at the
bottom of the page there is a link to Self Serve.
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& wwwwirral.govauk % [} Microsoft Word - Docur % { [ Microsoft Word - One £ % [a]lc]e] s |

< C | & https//www.wirral.gov.uk | i
Police appeal for information following Baby Bounce & Rhyme -

cannabis raid Tue 6 Dec 2016

01 December 2016 Prenton Library

New companies set to attract investment, Passport Language Solutions My First Spanish
business and jobs to Wirral and deliver ‘radical Class
reform’ to services Tue 6 Dec 2016
30 November 2016 Wallasey Central Library
ore s =3

®®®®

wirralview | investwirral | visitwirral | teenwirral | the right side of care

© Wirral Council 2016 | Legal notices | Accessibility | Security | Selfserve | Extranet

23 Select Language | ¥

This link will take you directly into SelfServe at which point you will be asked
for the following:
e Personal Number - (This is your payroll number, please see previous
pay slips or SIMS for this number)

e Password — Initially you will not have a password and you will need to
click the forgotten password icon. A temporary password will then be e
— mailed to the e-mail account referred to at the beginning of this note.
You can then change this to something more meaningful once you
have logged in.

Once you are logged, in you will automatically be directed to the Home Page
with a dashboard of information / processing areas available to you.
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[7] Authorisation ~ «  #4 Pay Documents - Einhdaysn
PETER

Business and Finance Ne data is available for this widget No Pay Documents Available
Manager ALLAN WOOD

Thursday, December 8th
% In Progress SR | Absenoea 4 e x
Dashboard

No data is available for this widget n u n a
Authorisations a a a a

Planner Sickness Holiday Training Other
Absence

Expenses

Pay Documents

Personal Details

Timesheets

Delegated Responsibility

Staf Communications

Helpiul Links
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As the Wirral Council Self Serve system facilitates the whole of the Council as
well as Academies such as ourselves, there are a number of functions which
are not particularly relevant to our school and can therefore be largely
ignored, particularly within Staff Communication.

If at any stage in a process you wish to return to the Home Page, there is an
icon on the top left of the screen which will facilitate this, just click & it will take
you back.

Down the left hand side there is list of the processes that can be undertaken
and | have provided some notes to the most relevant elements of these.

1- Authorisations

This is only relevant if a member of staff has been set up to authorise another
employees timesheets, absence, holiday requests etc. To a large extent this
will therefore not affect the vast majority of staff in school so can be ignored.
Authorisation will be determined in due course, but in the short term the
dESFAUult is the Business Manager.

This link will inform the appropriate staff what items they still have as
outstanding with regards to authorisation.

2- Planner
This is a tool for staff to view what absences they have recorded and will help

if somebody wants to plan leave to check to see if anybody is on leave at the
same time. This is more relevant in a non school environment.
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3- Absence

This is new online system for requesting any absence other than sickness.
Normal procedures still apply for informing the school of any absence as a
result of sickness.

Within this area the two most relevant elements are:

o Other Absence request

This is a straightforward process. The only option within “Type” on the first
screen is Absence and then you are asked which start and end dates are
relevant to this request.

The screen will look like this :

/[ MyView - Other Absenc- X ' [ Microsoft Word - Docurr X 1 [ Microsoft Word - Gne 8 X 1\ lall=]en] s |

< C | & httpsy//myview.wirral.gov.uk/dashboard/core/pages/employee/absence/create-absence-request.xhtml yo| i

Welcome, PETER | Account v Sign Out

# » Dashboard » Other Absence Request

PETER Enter Absence Details Other Absence Q8A's

Business and Finance Please enter the details for this absence Absence Guidance - Employees

Dashboard

Authorisations

Planner

Absence

= Holiday Request

= Holiday Carry Forward
= Holiday Summary

= Sickness Summary

= Other Absence Request
= Other Absence Summary
Expenses

Pay Documents

Type
Absence

Start Date
06/12/2016 i)
Start Time

09:00

End Date
06/12/2016 i)
End Time

17:12

Absence Type
Reason

—Select—

Additional Details

Absence Guidance - Managers

Personal Details
Timesheets
Delegated Responsibility

Staf Communications

Helpful Links

© 2016 NorthgateArinso UK Ltd. Allrights reserved. No unauthorised access.
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Once you have selected Next you will be asked for further information
including the times of the absence, particularly relevant if the absence is only
part of a day.

The Absence Type asks if the leave request is either paid or unpaid so
please select what is appropriate..

Within Reason there are a number of standard “pre-determined” options
available and you will need to select the most appropriate to this request.

The space available for Additional Details gives the staff member the
opportunity to say a little more about the reason for the absence request and
therefore make it more relevant.

Once this is completed you can either save this information or submit it for
authorisation. Only once it has been submitted, will it then be forwarded to the
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relevant senior member of the school to approve / reject etc. Once you have
submitted the request on line you will then need to:

e Print the completed request off the system.
e Speak to the H/T about the absence request and...
e Check with Tom Johnson that cover can be arranged

Once all of the above has been completed, the approval or otherwise will be
reflected on line, and you will be able to check its status accordingly.
Holiday request

This is only relevant to those staff who do not work term time and therefore
need to make a request to take any holiday leave they are entitled to receive,
as part of their contract.

The screen will look like this:

/ [ MyView - Holiday Reque X ' [ Microsoft Word - Docun X Y [ Microsoft Word - Gne B X \\,
v )

5 C | & https//myview.wirral.gov.uk/dashboard/core/pages/employee/holiday/create-holiday.xhtml

PETER
Business and Finance
Manager
Dashboard
Authorisations
Planner
Absence
= Holiday Request
= Holiday Carry Forward
= Holiday Summary
= Sickness Summary
= Other Absence Request
= Other Absence Summary
Expenses
Pay Documents
Personal Details
Timesheets
Delegated Responsibility
Staff Communications

Helpful Links

Welcome, PETER | Account »  Sign Out

# » Dashboard » Holiday Request

Holiday Request Holidays Q8A's
Enter the details of your leave request on the form below, fields marked * are mandatory and must be completed. Click on the Employee | Absence Guidance - Employees.
or Manager Guidance notes or Holiday Q&A’s for help in completing your request Absence Guidance - Managers

Type - Select the leave type from the options in the drop down list then select the duration by clicking on either the Single Day or Date Range button
Single Day or Date Range - Enter or select a date, or the start and end dates, for your leave request. Enter the start and end times in the From & To or Time fields, for
example:-

* From 0900 *To 1712 or *From 1300 *To 1630

Reason for Request - Type in the reason for your request

Click on [Submit] to progress to the next screen Daily Details where you will enter the number of leave hours you wish to take and then submit your request for
authorisation by your manager
Click on [Save] to save your request and submit it for authorisation at a later date, saved requests will be displayed as 'Open’ in the Holiday History area

Daily Details - Enter the number of hours you wish to take as leave in the Hours fields for each of the days you will be absent from work_ The entries here will inform your
manager when you will be absent during this leave period and also re-calculate your holiday entitlement hours. Enter hours as a decimal value. for example:-

- 7 hours 12 minutes should be input as 7.20

- 4 hours 30 minutes should be input as 4.50

Note: De not enter hours for your non working days

Click on [Submif] after you have completed the daily details screen, your request will then be submitted for authorisation by your manager

Type” | ~Select- v
Duration™

*® Single Day ' Date Range

Date® F# From ~ To*

© 2016 Northzsterinss UK Lta. All fghts reserved. No unauthorised sccess

Please remember that under Type there will be options which are not
appropriate to the school and so the relevant elements to consider here are:
¢ Annual Leave reducing entitlement

=) [Aa]=]

e Time off in lieu —no balance

Please fill in the relevant dates and then put a relevant comment within the
reasons for the request.

Once this is completed you can either save this information or submit it for
authorisation. It will then be sent to the relevant senior member of the school
to approve / reject etc.
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4- Expenses

This area will predominately be used to submit car mileage claims.

If you select vehicle details it will confirm which vehicles the system is
already aware that you have, and which are known to payroll system in
respect of previous mileage claims that have been submitted by yourself.

If you need to add another (new) vehicle please select the icon at the bottom
of the screen and complete the process, and it will take you to the vehicle
entry area of the system. | have attached guidance notes in this respect.

Please read the separate Guidance notes — Vehicle Module provided or
alternatively download them directly off the system.

See Appendix 1

The expense claim icon will enable staff to submit a mileage claim once the
details concerning the vehicle used have been confirmed as referred to
above.

Please read carefully the separate Guidance notes — Expenses Module
provided or alternatively download directly from the system.

See Appendix 2
Select Create new claim
The screen will look like this:

/O Myt - Expense Clain ([ Misrosoft Word -Docur 3 \( [ Microsoft Word-Cne B x '\ lall=]en] = |
& G| @ https//myviewmirral gov.uk/dashboard/core/pages/employee/expenses/view-expenses xhiml to| i

Welcome, PETER | Account = Sign Out

# » Dashboard » Expense Claims

PETER Mileage & Expenses Claim Form Employee Guidance

F‘“‘_“"E“ and Finance Enter your claims for Mileage or Expenses on the form below. Employee Q&A's
Manager Manager Guidance
How to complete your claim - Refer to the Employee Guidance for a step by step guide on completing your claim form or the Q&A's for answers Manager Q8A's
to your queries
Click on [help] on the right hand side of the form for additional guidance specific to each section of the claim form_ Click on [help] again to close the help window.
Description - Delete 'New Claim' and enter the start and end dates for the period your claim covers - for example 01/02/13 to 26/02/13 or 1st to 31st March 2013.

Dashboard

Authorisations

Building your claim - You can build your claim gradually by choosing [Save] when you have entered joumey defails or expense items. This allows you to retum at a later

Pl
anner date and add more journeys or expense Items to an Open claim. Claims should nommally be submitted on a monthly basis

Absence
Submitting your claim for payment - When your claim is complete and ready to be submitted for authorisation and payment you must click on the [Submif] button for it to

Expenses be processed.

= Expense Claims Receipts
Mileage claims - Petrol receipts to cover mileage claims must be retained by employees for inspection if required
= Vehicle Entry Expenses claims - Receipts must be sighted by the authorising manager for expense claims to be authorised.

= Vehicle Details

Pay Documents
2

Personal Details

Timesheets

Delegated Responsibility

Staf Communications

Joumney
pls Date Vehicle Joumey Mileage

[— Seteci— | . —

Actual mileage travelled Private Miles Description
L1 \ I |
Type
| -Select— ]

© 2016 NorthgateArinse UK Lid.
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Select the date of the trip, but please note the vehicle box should already be
pre populated. The Journey box has a list of standard Journeys which if

applicable can be selected. Most of these however are “Council Related” so

will not apply for our staff.

In the Actual Mileage box only enter the total miles you have travelled.

62



The Private Mile box is used to reflect any non business miles or Home to
Base Miles to be deducted from the Actual Mileage total.

Home to Base miles must normally always be included as the school cannot
pay for the mileage that you would normally incur getting to work and then
back to home.

If the journey starts and ends at school then there is no problem, the actual
miles will be included and nothing shown for private miles.

Please include a meaningful description of the journey undertaken and note
that for TYPE it should always be the appropriate element relevant to the
member of staff involved / journey undertaken (please read the online notes if
in doubt) The travel, subsistence and miscellaneous expenses elements of
this part of the system are mainly for other Council users of the service, and
will not necessarily apply to employees of the school. If in doubt please speak
to members of the Finance Team .

5 - Pay Documents

The area provides staff with the ability to view online their payslips, P60’s and
P11d’s.

6 -— Personal Details

The notes on the system are self - explanatory but this section gives
employees the opportunity to amend any details held on the payroll system
about them, including changes to their address, contact and bank details.

7 -Timesheets

This is for use only by casual staff, or any employees who do not have a
regular contract of employment.

The first screen will provide those staff it affects, with the relevant deadline
dates for the authorisation of their timesheet so that it can be included in the
next payroll run. The new system should help staff in this regard. There is also
employee and manager guidance as well on line.
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< (¢} ‘ & https//myview.wirral.gov.uk/dashboard/core/pages/employes/expenses/view-irregular-claims.xhtm

kd

“# » Dashboard » Timesheets

PETER Timesheets [ You have 0 claims ] Manager Guidance
Business and Finance Employee Guidance
Manager Employee Guidance Timesheet 01 Matrix

Timesheet 02 Matrix
This module allows you to submit (where and view by your manager. If timesheets display in the open area | Timesheet Support Matrix
they have not yet been submitted or authorised for payment All timesheets submitted for payment by your manager will show in the authorised
area.

Dashboard

Authorisations

Planner Managers Guidance

Absence This module allows you to submit timesheets for overtime, additional hours and other enhancements for your team

Expenses Timesheet Deadlines

Pay Documents Pay Day 13th
Timesheets authorised by 17:00 on 5th December 2016 will be paid on 13th December 2016. Anything authorised after this date cannot be guaranteed to be paid until the
Personal Details next pay day. The deadline for payment in November was 3rd November 2016

Timesheets Pay Day 18th
Timesheets authorised by 17:00 on 6th December 2016 will be paid on 19th December 2016. Anything authorised after this date cannot be guaranteed to be paid until the
Delegated Responsibility next pay day. The deadline for payment in November was 7th November 2016

Staf Communications Pay Day 24th
Timesheets authorised by 17:00 on 9th December 2016 will be paid on 21st December 2016. Anything authorised after this date cannot be guaranteed to be paid until the
Helpful Links next pay day. The deadline for payment in November was 14th November 2016

Business and Finance Manager ¥

© 2016 Northzsterinso UK Ltd. All fghts raserved. No unauthorised sccess
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As with other part of the system click on Create New Claim

The screen will look like this
[3 MyView - Timesheets x\<D Microsoft Word - Docun x\<D Microsoft Word - One E/ X\D la]l=]en] % |

& c ‘ & hitps;//myviewwirral.gov.uk/dashboard/core/pages/employee/expenses/view-iregular-claims.xhtm 1‘.‘:| :

“# » Dashboard » Timesheets

PETER Support Timesheet Manager Guidance
lnecsandFnance This screen Is used to make claims for all time worked such as overtime or additional hours but basic hours cannot be claimed. The frequency Employes Guidance
Vanager of submitted timesheets (weekly, forinightly, monthly or other) should be agreed with your employee. Once a timesheet has been submitted and Timesheet 01 Matrix
authorised it will be processed in the next available payment period. The cument deadline is displayed on the timesheet module page. Timesheet 02 Matrix
Timesheet Support Matrix

e Guidance on how to complete the forms can be found by clicking the [ help ] button below this text
Authorisations
Planner
Absence
Expenses
Pay Documents

Personal Betalls [Support Timesheet . [hep]]

Timesheets Claim Date Amount/Units

Delegated Responsibility

Staf Communications NB: This total does not includs ines with a derved rate! The value of these ines will be
caloulated during the payroll

Helpful Links

0.00

© 2016 NorthgateArinso UK Ltd, Al rights reserved. No unauthorised access.
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Include a note regarding reason for the claim and then Select.
If you are in any doubt when inputting data on this screen, there is a useful
help button which provides staff with additional guidance.
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Unless otherwise previously agreed with Mrs Ogunmyiwa, you need to select
Basic Hrs, record the applicable date, and under Amount/ Units record
the number of hours of work for that day with a brief description of the
work undertaken.

You add additional days by using the select button once again and inputting
data for the next day and so on.

The above is only intended as a reference document but please note that
there is additional guidance on line, and if in any doubt please contact
members of the Finance Team, and we will try to assist.

Appendix 1 (NB this is general quidance to all users of the Self Serve

System)

Guidance notes — Vehicle Module 1 Vehicle Module

Vehicle details are held for employees who are authorised to claim mileage
allowances because they are required to use a privately owned vehicle or a
vehicle leased through the Council’'s Car Leasing scheme to carry out their

job.

You will need details from your V5 Registration document (log book) to set up
a new motor vehicle. Check your vehicle details in Self Serve HR and update
if necessary before claiming mileage allowances for business use.

What can | do in the Vehicle Module?

* View or check current vehicle details

* Close current vehicle records

» Add details of your new vehicle(s) View - By clicking on a Registration
Number you can view the vehicle details.

If you have previously claimed mileage allowances you may see details of
other vehicle(s) you have used in the past in the Vehicles area of the screen.
One of your current vehicles should be identified with a ‘Y’ as a DESFAult or
main vehicle. Close — Enter an End date for a vehicle by clicking on [close]
and then entering a date in the Close Date field and clicking on [Finish].

The first time you access the Vehicle module you could see some vehicles
listed in the Vehicles area that you no longer own or use. Follow the
instructions to close these old vehicles, you can use the date you stopped
using the vehicle, or use today’s date if you can’t remember when it was. Add
- Add details of new vehicles by clicking on [Add new vehicle] and completing
Pages 1 to Page 5. Click on [>>Next] or [<

Page 1 ¢ Enter the registration number of your car or motorbike in the
Car Registration field. «

Enter BICYCLE if you are adding a bike. If you have a private registration
number that is already held in the system for another vehicle enter the
Registration number plus an additional number. For Example: J14HEL could
be entered as J14HEL1 for a 2nd vehicle, change the start or end number
each time the Req. is transferred to a new vehicle.
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If the system already holds details of a vehicle with your personal registration
number you will not be able to add the same registration number again for a
different vehicle.

Page 2 - First Registered — Enter the Date of First Registration as shown
on your V5 document ¢

Make - Select the vehicle make / manufacturer from the selection list. If you
cannot see the make of your vehicle click on [Cancel] and contact the HR
Helpdesk for help. « Model — type in the vehicle model e.g. Fiesta, Polo etc. ¢
Engine Size — type in the Cubic Capacity (cc) e.g. 2500 or 1199 Guidance
notes — Vehicle Module 2 « CO2 Value - replace the dESFAult value ‘999’ and
enter the value shown on your V5 document Fields marked with an asterisk *
must have an entry. An error or warning message will appear if you have
failed to complete the fields correctly. Click OK to get rid of the error / warning
message box and then amend your entry. If the vehicle registration number
you have added already exists in the HR System the fields on Pages 2-4 will
be populated automatically with the data held in the system. You will not be
able to enter or change the fields in pages 2-4 but will be able to add details to
Page 5.

Page 3 * Vehicle Type - Select the type of vehicle you are adding Do not
select Passenger or Pre April 2002 Vehicle Code

* Transmission Type — Select Manual or Automatic

* Ownership — Only select ‘Company Owned Vehicle (Leased)’ if your vehicle
is currently leased through the Council’'s Car Leasing scheme

* List Price - Enter the list price

» Accessories Value fields (New or After New) — Enter values if applicable or
leave as ‘0’ if they do not apply to your vehicle

Page 4 Enter details for Road Fund Band (Road Tax) and the dates your
Road Fund License and Motor Insurance are due for renewal.

These are optional fields, you do not have to enter details here.

Page 5 * Effective Date — Enter the date you started using this vehicle
This vehicle will not be available for selection when inputting a mileage
claim for journeys made before the date you enter here

.» End Date — Leave blank

* Vehicle replacing — Select the vehicle you want to replace (enter an end
date for). You do not have to select a vehicle to replace. If your new vehicle is
the dESFAult or main vehicle you will be using in future select your previous
dESFAuIt vehicle from the selection list. The previous vehicle selected here
will have an End date entered of the day before the Effective Date of the
vehicle you are adding.

* Previous vehicle still available - Click on this box to add a tick if you are still
going to use the vehicle you selected in ‘Vehicle replacing’ for business
journeys. This vehicle will be automatically re-added to your Vehicles with a
new Start date as the ‘Effective Date’ of the vehicle you are adding.
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* DESFAult vehicle - Click on this box to add a tick if the vehicle you are
adding is the dESFAult or main vehicle you will use in future for your business
journeys. Click [Finish] to save the details. You should now see a confirmation
message and your new vehicle should be displayed in the Vehicles area.
Contact the HR Helpdesk on (0151 691) 8000 for assistance if you are having

Appendix 2 (NB this is general quidance to all users of the Self Serve

System)

Guidance Notes — Expenses Module 1 Expenses & Mileage Claims
Module

What can | do in the Expenses & Mileage Claims Module?

* Create claims for mileage allowance or expenses

* Add to or amend claims that | have saved but not yet submitted.

» Withdraw a submitted claim before authorisation

* Review, re-open, amend and re-submit rejected claims

* View the status of my current claims

* View previously authorised claims.

Creating a Claim

Click on [Create New Claim] to go to the Expenses & Mileage Claim Form
screen and enter your claim details.

Form Header

* Description — Delete ‘New Claim’ and then type in the start and end dates
for the period your claim covers. For example: 28/12/22 to 27/01/23 or 28th
Jan 2022 to 26th Feb 2023. Normal practice would be to submit a claim at the
end of each month including all work-related journeys travelled during that
month.

* Reason For Claim — Type in any notes or reasons relating to this claim.
Click on [help] on the right hand side of the claim form for notes on completing
the form.

Mileage Claim

» Date — The date of your business journey.

* Vehicle — Select the Vehicle you used for this journey. If you cannot see the
Vehicle you used for this journey scroll down to the bottom of the form and
click on [Back] to exit the form. Go to the Vehicle module and check the set up
of your vehicles.

» Journey - Select a standard return journey if applicable from the drop down
list. + Mileage — Do not enter anything in this field This field will be
automatically populated when you select a standard journey or enter miles in
the Actual mileage travelled / Private Miles fields.

* Actual mileage travelled - Enter the Business Miles for your single, return or
multiple destination journey. Do not enter Home to Work miles in this field.
Guidance Notes — Expenses Module 2
* Private Miles — Enter any private non business miles to be deducted from
the entry in Actual mileage travelled field or enter *Home to Work miles. The
Mileage field will display the sum of Actual mileage travelled less non
business Private Miles. The miles displayed in the Mileage field will be paid to
you if your claim is authorised. *To claim Home to Work miles leave the Actual
mileage travelled field blank and enter the number of miles for your journey in
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the Private Miles field. Home to Work miles represent the miles travelled on
'Call out' duty outside of your normal working hours or shift,

* Description — Type in details of your journey start point, destination(s) & end
point

* Type - Select the Mileage scheme for your claim from the list. This will
normally be Authority Casual User unless it has been approved for you to
claim under one of the other schemes displayed.

To add another Journey click on the [+] sign to add a new blank entry line. To
delete a Journey you can click on the [-] sign and the line will be deleted. The
[+] and [-] signs are on the right hand side of the form
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